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I. Description of the Problem 



Reference work in libraries is centered around the assumption 
that any individual can come to any public library in the United 
States and pose any queries that s/he wants answered. It is centered 
around the further assumption that the reference librarian will try 
to answer all of the queries presented^ with the exception of cer- 
tain medical or legal queries. Reference work is also performed 
in academic, school, and special libraries, though for a more limit- 
ed clientele. It is taught in all library schools, typically as one 
or more required courses. It is also taught on the job. Librarians 
teach reference work techniques to clerks, subprof essionals, and to 
some extent to newly graduated library school students. Different 
methods are used for presenting reference procedures and principles, 
but none of these methods makes any attempt to simulate the actual 
step-by-step technique used by the reference librarian for answer- 
ing reference queries - namely, what the reference librarian does. 

The problem to be studied can thus be described as (1) the 
determination of how reference librarians answer queries, and, once 
this determination has been made (2) the development of instruction- 
al material based on how reference work is performed by experienced 
professionals . 
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II. Objectives and scope of the study 



The objectives of the study, based on the problem identified, 
are twofold; 

1. To determine how reference librarians answer 
reference queries . 

2. To develop instructional material for teaching 
the answering of reference queries and to do so 
based on how this task is performed by reference 
librarians . 

For the first objective, the work of the refemnce libra! ians 
is studied. For the second, instructional material is developed 
and tested on students in library schools. 
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III. Methodology and results 



Test of Descriptive Model by Reference Librarians 

A review of the literature on the reference process yielded 
a descriptive model of the process represented as a series of 
decision-making steps. ^ Since tliis was a hypothetical and untested 
model based on the synthesiiS of several models reported in the 
literature (none of which was tested individually) a decision was 
made to test components of this model of the reference process by 
asking reference librarians to use them in answering reference 
queries. 

The steps tested were: 

1. Query negotiation (when applicable) 

2. Message selection 

3. Determination of level of answer required (when appli- 
cable) 

4. Types and sequence of answer-providing tools to search 

5. Type of answer to provide 

6. Type or types of access points to use 

For this test of the descriptive model, reference librarians 
in 23 science and technology libraries of academic institutions were 
asked to submit records of answered queries. Four hundred thirty- 
five queries were collected in this way. These queries were used 
to test the search strategy development steps of the descriptive 
model as listed above. This was done by translating the search 
strategy development steps of the reference process into a series 
of questions. These questions were used as the instrument for 
testing the model. A copy of the instrument is reproduced as Table 1. 
Twenty-three science and technology reference librarians, most of 
whom had participated in the query collection phase of the study, 
were asked to use the instrument for search strategy development 
for 20 queries (other than the queries they submitted) . They were 
then asked to comment on how accurately the model, as represented 
by the instrument, reflects their technique of performing the search 
strategy development. While 17 out of 23 commented that the model 
represents an approximation of search strategy development or gave 
a qualified assent, 6 indicated that the model was not an adequate 
representation of how they performed this phase of the reference 
process, or did not answer the question. 

Reference librarians who disagreed in part or entirely were 
asked to suggest changes in the model to make it a more accurate 
reflection of how search strategy is developed. These comments 
along with additional testing of the model by the project staff led 
to a revision of the model. The revised model is given as Table 2. 



^ Jahoda, G. and Olson, P.E. Models of Reference. Analyzing 
the Reference Process. R^ 12:148-60 (1972). 
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TABLE 1 



Instrument for Search Strategy Development 

Question number 

For questions that were negotiated, what questions would you ask. to get from 
question statement as originally submitted to question statement as finally 
answered? (Please use back of form if more space is required). 



Indexable information. Select the message carrying words or phrases that you 
need to develop the search strategy. 



Level' of answer to be provided. Would patrons with different educational back- 
grounds be provided with different answers to this question? 



Yes, elementary level 



Yes, advanced level 



No 



Can't tell 



Types and sequence of references to search. Please mark a "1" next to the 
type of tool that you would use first, a "2" next to the type of tool that you 
would use second, etc. Assu^:^ that the answer may not be in the first type of 
tool selected and mark as many types of tools as are applicable. 



a. 
"b. 

c. 
]d. 
je. 
J. 

h. 



Abstract and index journals 
Biographical sources 
Book review indexes 
Card catalog (local) 
Catalogs of other libraries 
Dictionaries 

Directories (other than biogra.) 
Encyclopedias or compendia 

q. Other, please specify 



i. 



_1. 
n. 



Geographical sources 

Guides to the literature 

Handbooks (incl. manuals, almanacs) 

National & trade bibliographies 

Review journals 

Texts and monographs 

Union catalogs and lists 

Yearbooks 



Type of answer that you would provide (assume that you would provide patron 
information and/or document (s) containing information. 



a. 


One or more documents 


g- 


Name (s) (person, organization) 


b. 


An extract of a document 




with or without address 


S* 


One or more bibliographic 


h. 


Date(s) 




citations 






jd. 


A picture 


^i. 


Place name(s) 


^e . 


One number (with or without 




Recommendation (s) 




qualifications) 


k. 


Other, please specify 


f . 


A series of numbers (with or 








without qualifications) 







Type(s) of access point to search ^ Author 



Subject 



Title 



Other (please specify) 
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TABLE 2 



Model of the Reference Process 



^ START ^ 



MODULE 
I 



Receive 
query 



MODULE 
II 



MODULE 
VII 










MODULE 


Select 


types 


III 


of answer 




providing 




tools 










MOLdLE 


Select 




IV 


specific 




titles 


to 




search 





MODULE 
V 



Translate 
query words 
into language 
of answer pro- 
viding tool 











Message selec- 
tion as 
query words , 
descriptors , 
modifiers 









0 



MODULE 
VI 



Revise 

query 

statement 



LEGEND 



Conduct 
search 



Select 
answer 




Start/Stop 



3 



Renegotiate 
query 



^ STOP ^ 



Input/ 
Output 



^^e^si^^^ 

o 



- Connector 



Action 



ERIC 



0 
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This includes all of the decision-making steps in the process, not 
only the search strategy development steps. The steps preceding 
the search of the literature and the provision of the answer are 
included in the revised model. Other changes in the model are: 

1. The message selection of the query conducted prior to 
query negotiation. The results of this step are used 

to determine missing or ambiguous elements of the query. 
This initial step is thus related to query negotiation. 

2. The addition of a step for selecting specific answer- 
providing, tools once a type or types of answer-providing 
tool has been determined. This is particularly i^mportant 
for the library school stxident and the beginning reference 
librarian who are likely to have a limited knowledge of 
reference collections. 

3. The addition of a search heading selection step, a step 
in which the message words are translated into the access 
points of the answer-providing tools. In this step, the 
type of access point to be used is included. 

4. The addition of an answer selection step, a step that 
now includes the type and size of answer selection. 

5. The level of answer selection step omitted as a separate 
step but included with the negotiation step (when that 
information is not given) or with\ the type of answer- 
providing tool when that information is applicable. 

One other change was made at this time in addition to the 
modification and the expansion of the model. A decision was made 
to develop instructional material for a general reference course 
rather than a science and technology reference course. The primary 
reason for doing so was that the instructional material would be 
most appropriate for library school students during their initial 
exposure to reference work. This is likely to be in an introductory 
course on general rather than specialized reference work. Once the 
process has been taught in the initial, general reference course, 
it can then also be applied to the reference courses that follow. 

Development of the Instructional Material 

In this, section of the report the development of instructional 
modules for carrying out the decision-making steps in the reference 
process as depicted in Table 2 will be described. The decision- 
making steps covered in the instructional modules are: 

1. Message selection 

2. Selection of types of answer-providing tools 

3. Selection of specific answer-providing tool 

4. Selection of search headings in answer-providing tool 

5. Selection of answer 

6. Negotiation and renegotiation 

The modules will be described in this sequence, which is the 
sequence used in the instructional material. The negotiation-re- 
negotiation step is covered last and out of sequence as far as the 
actual reference process is concerned. The reason for changing the 

6 
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sequence of steps is that it was believed that students should be 
exposed first to queries that do not require negotiation before the 
more difficult negotiation topic is introduced. 

For each of the decision-making steps, we asked ourselves how 
the reference librarian performs this step and for each step the 
answer was that we do not really know, since the path followed for 
coming up with the desired output, the answer to the query, has 
not as yet been traced. Instead, we looked at the desired output 
for each step, and for guidelines to follow for performing the step 
correctly. For example, in the message selection step the output 
consists of single words or phrases that represent the content of 
the query. Reference librarians do not have explicitly stated pro- 
cedures for getting from the query statement to the query message. 
A desirable outcome of this step is that the message of the query 
should be an accurate representation of the original query state- 
ment with all extraneous words removed. Each of the six decision- 
making steps will be discussed in terms of the desired output of 
each step, the procedure used in developing the instructional ma- 
terial with reference to such material which is attached as Appen- 
dixes A and B, the comments, if any, by students and instructors 
who used the modules, and the revision of instructional material 
either undertaken or suggested. 

Before describing the instructional modules in this way, a few 
words need to be said about the test of the material. The material 
was tested in three introductory reference courses in three graduate 
:t library schools at Central North Carolina University, the State 
University of New York at Buffalo, and Florida .State University. 
After a preliminary test of the material at Florida State University 
in the 1975 fall term, suggested procedures for using the materials 
were ^..prepared. These suggested procedures for using this material 
were sent' to the three instructors at the above-named universities. 
The suggestions included the coverage of this material in seven 
50-minute class sessions or the equivalent amount of time if longer 
class sessions are used, the use of class time for introducing the 
students to the exercises, and also the discussion of the exercises 
in class after these exercises have been performed out of class. 
The instructors were asked to obtain student comment on the instruc- 
tional material and also to add their own comments. The revisions 
of the instructional material are based to a large extent on student 
and instructor feedback. 

Each^^^of the decision-making steps in the decision-making pro- 
cess is to be taught with the aid of an instructional module consist- 
ing of the description of the step and exercises for practice in the 
performance of the step. The development of the individual instruc- 
tional modules will be discussed below. 

Development of the Modules 

Module 1. Selection of message in the query. Desired output: 
characterization of query message as specific query 
words and as generic concepts. 

7 
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The query submitted in person, over the phone, or in the mail 
consists of a set of words addressed to the reference librarian. 
This set of words is called the query statement. The first step 
in the reference process is to identify a subset of words that rep- 
resents the message of the query. There are different ways of 
accomplishing this. One way used in a similar operation, the selec- 
tion of the message words from a title of a document, is to use all 
words other than those listed on a delete (do not use) words list. 
This is the well-known technique for preparing keyword from title 
indexes by computer. The use of this technique was rejected since 
it was considered desirable not only to separate delete words but 
also to group message words in one step. We turned to another 
technique for our purpose. The technique was developed by Calvin 
Mooers and makes use of a small number of indexing terms called 
descriptors. The descriptors are grouped under about ten headings. 
The list might consist of fewer than 100 descriptors and be headed 
with questions such as "Does the docximent deal with equipment?" or 
"Are properties of substances discussed?" Under each of these 
question headings, the appropriate descriptors are listed. Selec- 
tion of indexable information is done by asking oneself each of the 
question headings of the list of descriptors and, if the answer 
is yes, selecting as many descriptors as apply. In this way, the 
indexer would review all potentially applicable descriptors and 
thus avoid or at least reduce the chance of missing an appropriate 
descriptor. For message selection from reference queries only three 
categories are used: known descriptors, wanted descriptors and 
modifiers. Upon examination of about 700 reference queries (435 
science and technology queries and 300 general reference queries 
collected from public libraries) we concluded that each query consists 
of at least two types of message words: words that identify what 
is known (or given) about a query and words that identify what is 
needed or wanted. For example, in the query "Who is the Secretary 
of Agriculture in the U.S.?" "Secretary of Agriculture" is the 
known term and "Who is" is the wanted term. The known or wanted 
terms are frequently qualified or modified. In the sample query, 
"in the U.S." is a modifier of the known term. After we had spe- 
cified that message words could be grouped into known terms, wanted 
terms and modifiers, we attempted to develop a small list of indexing 
terms that would characterize message terms generically. These terms 
are called known descriptors, wanted descriptors, and modifiers. 
The descriptors and modifiers were difficult to develop and required 
about a dozen "passes" through a list of 700-plus Teferf;^ce queries 
before we were reasonably satisfied with their def initios and con- 
sistency of use. The list of descriptors used in the last test of 
the system is given in Table 3. Definitions of the descriptors 
and instructions for use are given on pages 14-20 of the manual 
(Appendix A) . Chapter Two of the manual covers the message selec- 
tion process with the aid of descriptors and modifiers. Correspond- 
ing exercises (Appendix B) give students pract^^e in selecting mes- 
sage words as well as in translating these message words into known 
descriptors, wanted descriptors, and modifiers. 



2 

Mooers, Calvin N. Zatocoding and Developments in Information 
Retrieval. As lib. Proc . 8:3-22 (Feb. 1956). 
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TABLE 3 



List of Descriptors and Modifiers 



WANTEDS (TYPES OF EXPECTED ANSWERS) 

1. Dates (specific dates) 

2. Events (involving people) 

3. Illustrations 



KNOWNS (TYPES OF ACCESS POINTS) 

12. Abbreviations 

13. Dates (specific dates) 

14. Events (involving people) 

15. Illustrations 



4. Numeric irformation 

a. properties (scientifically measured) 

b. statistics (involves counting) and other 

5. Organizations 

6. Persons 

7. Addresses and general locations 

8. Publications 

a. citations (including bibliographies) 

b. docuient locations 

d. verification or completion of bibliographic 
data 

9. Terms or subjects 

a. abbreviations 

b. words, phrases, definitions 

c. abstracts, annotations, recommendation 
of publications 

d. general or background information 

10. Unspecified or other (list particular wanted) 



16. Organizations (specifically named; includes 
corporate authors) 

17. Persons (specifically named; includes authors) 

18. Places 

19. Terms or subjects (other than specific types 
already listed) 

20. Titles of publications (specifically names) 

21. Unspecified or other (list particular known) 



TYPES OF MODIFIERS 

22. Academic discipline 

23. Amount of expected information 

24. Foreign language 

25. Level of Information 

26. Place 

27. Time period 

28. Type of publication 

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE 
i FOLLOWING QUALIFIERS: 

a. Applicable and stated in query (list the 
particular modifier) 

b. Applicable but not stated in query (reason for 
negotiation) 
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Students appeared to have had no difficulty in identifying 
message words and phrases from the query statement. The character- 
ization of a query in terms of what is wanted and what is known 
(given) seemed to have provided a useful framework for the message 
selection step. There were several problems in the translation of 
the message words and phrases into wanted descriptors, known des- 
criptors, and modifiers. Inconsistent use of several descriptors, 
specifically 2. Events and 9d. General or background information^ 
8a. Publication citations, 8b. Publications location and 8d. publi- 
cations verification suggests the need for additional examples of 
use of these descriptors, and revised definitions of descriptors. 
Some queries are condensed versions of two or more separate queries. 
For example, the query "How old was the Chief Justice of the U.S. 
Supreme Court in 1976?" requires first the identification of the 
Chief Justice, the first query, and then the determination of his 
age. In the system described, such queries r.eed to be translated 
into two or more queries and this needs to be included in the des- 
cription of this step. Only a framework for the modifiers is given 
in the' manual. 

Preliminary use of the modifiers suggests that this component 
of the system may not be needed. Initially, modifiers were intended 
to aid in the identification of queries that required negotiation 
and in the selection of specific answer-providing tools. A list 
of questions for identifying queries to be negotiated has been estab 
lished instead of the modifiers. Preliminary work on using modifier 
as aids in the selection of specific answer-providing tools led to 
the conclusion that the necessary list of modifiers would be too 
lengthy and difficult to ase to be of value in the selection of 
specific answer-providi: tools. 



Module 2: Selection of types of answer-providing tools. Desired 

output: one or more types of answer-providing tools, 

as for example dictionaries or handbooks, that are likely 
to contain an answer to a given query. 

Development of instructional modules 

The initial step was the development of a list of types of 
answer-providing tools. This list was first developed for science 
and technology queries and then expanded and modified for general 
reference work. Next, a procedure was developed for selecting the 
type or types of answer-providing tools for a given query. While 
we have no direct evidence of how this step is performed by experi- 
enced reference librarians, we assumed that the librarian attempts 
to match the message of the query against the content of types of 
answer-providing tools. The type or types of answer-providing tools 
that match the closest are selected for that particular query. 
Attempts were made to make this matching operation explicit. This 
was done by using the list of wanted and known descriptors developed 
for indexing the query and using these descriptors for indexing the 
contents of types of answer-providing tools. The procedure for 
indexing the contents of types of answer-providing tools differed 
in one major way from the indexing of the query message. While the 
query message was indexed by one and only one wanted descriptor 

10 
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and. one and only one known descriptor, no such restriction was im- 
posed on the indexing of types of answer-providing tools. It should 
be pointed out that the indexing of types of ansv;ar-providing tools 
is not based on the contents of a single title, e.g., a specific 
edition of the Encyclopedia Britannica , but on the type of informa- 
tion expected in all general encyclopedias. Once a list of wanted 
and known descriptors was obtained for each type of answer-providing 
tool, a matrix of wanted and known descriptors was prepared. In 
this matrix each cell made by the lines intersecting a specific 
combination of a known descriptor and a wanted descriptor contains 
one-letter codes identifying the type or types of tools that are 
indexed by this combination of descriptors. Thus, once the student 
has selected the query message and translated it into a combination 
of wanted and known descriptors, s/he could go to the matrix given 
as Table 4 to select the type or types of answer-providing tools 
that are likely to contain the answer to the query. The letters 
in the wanted and known descriptor cells stand for the types of 
answer-providing tools, identified in Table 5. 

Wliile the idea of a matrix for selecting types of answer-provid- 
ing tools has merit, there are some problems with the implementation 
of this idea, problems that were brought out in the test use of this 
module. The procedure is mechanical once the descriptors for a 
given query have been selected. Unfortunately, the mechanical 
selection of types of answer-providing tools did not always yield 
potentially useful types of tools. When more than one answer-pro- 
viding tool may be used, search sequence is not indicated. At first, 
attempts were made to label certain types of answer-providing tools 
for some combinations of descriptors as primary (tools to be used 
first) tools while others were labeled as backup tools. Since the 
rationale for this procedure could not be made explicit, this approach 
was abandoned. This problem did, however, identify our inability 
to specify search sequence, and a small start in the direction of 
solving this is given undpr associated data. 

Module 3: Selection of specific answer-providing tools. Desired 
output of step: one or more reference tools that are 
likely to contain answers to the query. 

In this module the type or types of answer-providing tools 
determined in the previous module are translated into the specific 
title or titles of answer-providing tools. Since reference librar- 
ians are not likely to be familiar with all potentially relevant 
answer-providing tools, memory aids or ways for identifying specific 
tools need to be provided. These are the lead-in tools that enable 
the librarian to go from a type of tool, say, a dictionary, to a 
specific dictionary that is likely to contain the answer to the query. 
Three types of lead-in tools, the card catalog, guides to the liter- 
ature, and bibliographies of specific type of reference tools are 
discussed and ways of using these lead-in tools are illustrated. 
These are standard reference tools used by librarians and no new 
methods for covering this material had to be developed. 

Students had no critical comments on the material covered in 
this instructional module, the descriptions of lead-in tools. 
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TABLE 5 



Types of Answer-Providing Tools 

A * Atlases , Maps 

B Biographical sources 

C Card catalogs, union lists 

D Dictionaries 

E Encyclopedias 

G Guides to the literature 

H Handbooks, manuals, and almanacs 

I Indexes, bibliographies, and abstracts 

M Monographs , texts 

N Non-biographical directories 

P Primary publications. This includes dissertations, 

reports, primary journals and conference proceedings. 

Y Yearbooks 



* Letter code used for characterizing type of answer-providing 
tool in Table 4 
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suggestions of how these tools are used and practice in the use of 
these tools. In describing the lead-in tools, the possibility of 
different search sequences for identifying specific answer-provid- 
ing tools was discussed but no generalizations could be made as to 
when the search should be started with the card catalog, a guide 
to the literature, or a bibliography of type of reference tool. 
This problem is similar to that identified in the previous step 
when there is a choice of two or more types of answer-providing tools 
to use. Here again, work needs to be done to identify generali- 
zations that can be used for specifying the least time-consuming 
search sequence. 

Module 4: Selection of search headings. Desired output: one or 
more access points for searching the specific answer- 
providing tool(s). A 

In this module the message words in the query are translated 
into the index language of the i^pecific answer-providing tool(s) 
to be searched. This is a problem encountered in Index preparation 
and index searching. The instructional module for this step also 
utilizes techniques developed in the field of indexing, translating 
the indexable information into the language of the index. The con- 
version of message words into access points in indexes may require 
the use of syTion3nns , more general, more specific, or otherwise 
related terms. Subject authority lists for the index have to be 
used when available, or related terras have to be developed by the 
searcher when the index lacks a syndetic network. Extracts of sub- 
ject authority lists were used to illustrate the process of locating 
resulting terms. 

One problem pointed out in the test use of this material is 
the difficulty of providing examples with which all students are 
familiar; for example, in the exercises, some students had diffi- 
culty locating related terms from a list of home economics terms 
because they were not all familiar with this field. Thus the ex- 
amples in the exercises need to be revised so that students do not 
miss the point in the exercise because they are unfamiliar with the 
field of knowledge. Another suggested revision is the expansion of 
the coverage of different types of indexes, particularly on-line 
-searched coordinate indexes, since students are likely to encounter 
that type of index in their work. A further suggestion is that in 
addition to using single-page excerpts of subject authority lists, 
exercises which provide practice in the use of actual subject author- 
ity lists should be developed. 

Module 5: Answer selection. Desired output: the fact, passage of 

text or entire text along with the citation of the answer- 
providing tool or tools. 

The answer should be correct and complete. Completeness here 
refers not to citing all the documents on a particular topic but 
giving the complete answer for each document cited. Typically, that 
is the fact, portion of text, or entire text with its full biblio- 
graphic citation. There seem to be no standard methods used by 
reference librarians to select answers from an answer-providing tool. 
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To prepare this instructional module, over 700 reference queries 
were examined to determine what type of difficulty might be encount- 
ered by a beginning reference student in sel.icting an answer. Two 
problems were identified . One was that in which numbers had to be 
selected as answers and the numbers had to be qualified. For ex- 
ample, the average temperature for a given location should have a 
number qualified by the measuring scale, plus as many other qualifi- 
cations as are given in the reference tool: e.g., the month, the 
time of day, where the temperature is measured. The second problem 
is related to the provision of a complete bibliographic citation 
for the lead-in tool and /or the answer-providing tool. The materials 
for the manual and the exercises were thus prepared to cover these 
two aspects of answer selection. 

The test of the instructional material suggested that students 
have difficulties in selectitig answers from tables, charts, and 
graphs. A description of how to do this was therefore prepared and 
is given as Appendix C. 

Module 6; Query negotiation and renegotiation. Desired output: 

identifying the real query and eliminating query ambiguity 

It is essential for the reference librarian to answer the cor- 
rect (real) query. Unless this is done and done correctly the ref- 
erence librarian is not doing his or her job. S/He thus needs to 
recognize queries that are ambiguous. In a number of instances, 
insufficient information about the query is given to obtain the 
answer. The process of getting to the real query and having suf- 
ficient information about it to be able to answer it is the task 
performed in the negotiation step. The answer to a query may not 
be satisfactory to the client and when the query is to be reformu- 
lated as a result of negative response to the initial query, then 
renegotiation takes place. Negotiation or renegotiation does not 
occur for all queries but is an essential step in the reference 
process for queries that require modification or amplification. 
As with the other decision making steps, there is little known of 
how reference librarians negotiate. The output of this step is a 
query statement reflecting the client's real information need and 
expressed in sufficient detail for the librarian to answer. There 
are guidelines for query negotiation that have appeared in the recent 
library literature and these have been incorporated and cited in the 
instructional materia . 

The instructional material for identifying queries to be nego- 
tiated is based on missing elements in a query, such as geographic, 
date, type of publication. When these missing elements in a query 
were first assembled, an attempt was made to relate them to the 
modifiers used in conjunction with kno^^n and wanted descriptors. 
This turned out not to be useful since not all modifiers were useful 
negotiation elements and vice versa. The list of clues that are 
now used in identifying queries to be negotiated is given as Table 6. 
An exercise has been prepared for selecting queries to be negotiated 
and for indicating reasons for negotiation. 

Negotiation entails not only asking the right questions but 
also asking them in the right way. This point is developed in the 
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TABLE 6 

Clues for Identifying Queries to be Negotiated 

1. Is this the real query? 

2. Is the subject of the query recognized? 

3* Is the query statement unambiguous and complete? 

4. Is the amount of information wanted specified? 

5. Is the desired level of answer specified? 

6. Is the query answerable in time available to librarian? 

7. Is the query answerable in the literature? 

8. If there are potential constraints of language, time 
period, geography, or type of publication, are these 
cons traints given? 
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instructional material on query negotiation and a list of good and 
poor ways of negotiation is given as Table 7. Learning negotiation 
is perhaps best done by watching and doing and this thought was- 
used in developing the instructional material for this step in the 
reference process. A script was prepared that illustrates both good 
and poor negotiation technique as outlined in the list given as 
Table 7. The script given as Appendix D was used for making a video- 
tape in which the students from the University's School of Theater 
were used as actors. Students in the introductory reference courses 
view the videotape and discuss it in class. They are then given a 
negotiation exercise. Students do this assignment in pairs with 
one student being the reference librarian and the other student 
being the client. This role is then reversed to give each student 
a chance to play both parts. The simulated client writes the real 
query on a piece of paper and presents a query to be negotiated 
into the real query to the simulated reference librarian. The nego- 
tiation procedure is recorded on audiotape and turned in to the 
instructor along with the written statements of the real query. 
The instructor critiques the negotiation procedure with the aid of 
the list of good and poor negotiation points (Table 7) • Student 
comment on this module was typically favorable. This may be be- 
cause it is fun to negotiate and/or because it brings out the ham 
in each of us. There was demand from students to have more nego- 
tiation exercises and/or to videotape the students' negotiation 
session. The latter suggestion should be investigated should the 
logistics of videotape use be worked out. 
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TABLE 7 

Good and Poor Ways to Negotiate 
Good Negotiation 

Librarian uses open questions in the initial stages of negotiation 

Encourages patron to discuss his information needs 

Summarizes or paraphrases the patron's query to insure mutual 
understanding 

Makes eye contact with patron 
Gives patron full attention 

Remains objective about the content of the query 
Attempts to make patron feel at ease 
Follows the patron's train of thought 
Shows empathy for the patron 
Is aware of nonverbal clues 

Poor Negotiation 

Librarian interrupts patron as he attempts to discuss his 
information needs 

Uses closed questions too early in the interview 

Doesn't give patron full attention 

Reacts subjectively to the content of the query 

Is too quick to state that the query cannot be answered 

Provides an answer to the query prematurely without thorough 
consideration 

Places patron on the defensive 

Exhibits uneasiness in working with patrons 
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IV. Significant associated data 



Associated data discussed here relate to two different aspects 
of the work, the development of supplementary material to provide 
practice in answering reference queries and preliminary work on the 
development of generalizations about ways in which a step in the 
decision making process is to be performed. 

The development of supplementary instructional material will 
be discussed first. It is suggested that after students have been 
acquainted with and given practice in the performance of the indi- 
vidual decision making steps in the reference process, test queries 
be given to them so that they can have the opportunity to perform 
the entire process. To do this, a number of reference queries along 
with answers to these queries need to be provided. To make this 
practice as realistic as possible, a decision was made to collect 
actually answered reference queries in public libraries. A total 
of 1658 queries were collected in 1976 from 27 public libraries. 
These queries are potentially useful for assignments to students 
after lead-in tools, answer-providing tools, access points and 
answers have been checked. A report of the survey of queries coir 
lected from public libraries, as well as a grouping of queries by 
combination of wanted and known descriptors, is given as Appendix F. 
The individual instructor of reference courses is faced with the 
problem of collecting reference queries for his course. This is a 
continuing task since the same queries cannot or at least should 
not be used in a particular year after year course. This is partly 
because the reference tool containing the answer is likely to fall 
open on the page containing the answer, often obligingly marked by 
the students. A computer-based index to reference queries was de- 
veloped. This technique makes use of a data management system and 
enables the teacher to select queries that have certain characteris- 
tics. For example, the index permits the selection of queries that 
are' to be answered with specified types of tools, and which are to 
use a specified type of access point. A manuscript describing the 
index to queries, along with a suggestion to use the index as a 
basis for developing a query bank that can be shared by a number of 
teachers, is given as Appendix G. 

In the course of developing instructional material for the 
selection of specific types of answer-providing tools, we became 
aware of the absence of criteria used in selecting the search se- 
quence when alternate types of answer-providing tools might be used. 
For example, if an answer to a query for background information 
on a subject can be answered in either an encyclopedia, a handbook, 
or a text, what search sequence should be used? This led to a small 
test for determining factors that may influence search sequence. The 
verification of monographs was used as the type of query for this 
work because it is encountered not only by reference librarians as 
a reference query but also by acquisitions librarians, catalogers, 
and inter-library loan librarians in monograph verification for 
purchasing, cataloging, borrowing or lending. Records of completed 
inter-library loan requests in the Florida State University Library 
were examined to determine what possible errors of omission and 
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connnission could occur in such requests. Based on these findings, 
a flowchart for verifying monograph citations with varying aroounts 
of missing and/or incorrect information was prepared. The descrip- 
tion of this work is given as Appendix H. 
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V. Conclusions 



Work on this project has resulted in the development of a 
framework for teaching the reference process. The framework develop- 
ment, with the aid of a test of a descriptive model of the reference 
process by reference librarians, consists of the following six 
decision-making steps: 

1. Message selection 

2. Selection of type or types of answer-providing tools 

3. Selection of specific answer-providing tools 

4. Selection of search headings 

5. Selection of answers 

6. Query negotiation and renegotiation 

Instructional modules were prepared for each of the decision 
making items with each instructional module consisting of an essay 
giving the reason for the step, ways of performing the step, and, 
when available, generalizations about the step, as well as exercises 
in performing it. Reference queries answered in libraries were 
collected for practice use by students after they had been exposed 
to the individual decision-making steps of the reference process. 
An index to queries in machinable form was prepared to enable instruc- 
tors to select practice queries with desired characteristics. The 
instructional material was tested with students in three introduc- 
tory reference courses. While student and instructor feedback 
indicates that this approach to teaching reference work is useful, 
revision and expansion of the material are needed. One such revi- 
sion has already been made: the expansion of the answer selection 
module by including a section on the reading of tables, charts, and 
graphs. Other desirable revisions are the refinement of the list of 
descriptors, the discussion of coordinate indexes in the selection 
of search heading modules in view of the students' likely future 
use of on-line searched bibliographic data bases, and the refinement 
of the types of answer-providing tool module by incorporating sug- 
gested search sequence when answers might be located in more than 
one type of tool. The latter revision will be the most difficult 
to accomplish siixce it will require the identification of generali- 
zations about criteria for selecting different types of answer- 
providing tools. 
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VI • Recommendations 



When we developed the instructional material for the selection 
of types of answer-providing tools as well as specific titles to 
search, we became aware of the fact that there are few guidelines 
to assist the librarians in selecting, say, an encyclopedia or a 
handbook or a text for general background on a subject query, few 
guidelines for choosing the lead-in tool search sequence among card 
catalogs, guides to the literature, or bibliographies of type of 
reference tool, and few guidelines for the selection of specific 
answer-providing tools. In short, this part of the search strategy 
is mostly empirically rather than theoretically based. Basic work 
on search sequence is therefore recommended. A small start was 
made in this project by identifying possible errors of omission and 
coiranission in monograph verification and the preparation of a flow- 
chart for searching incomplete and/or incorrect monograph citations. 
A similar procedure for other types of reference queries is recom- 
mended to help the field move from an empirical to a theoretical 
basis • 

Other recommended work is the expansion and refinement of the 
instructional modules to facilitate their use by both students and 
instructors. The expansion of the instructional material into a 
text is suggested and this suggestion is now being developed. 
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I . INTRODUCTION 

A, Definition, objectives of reference work and why of importance 
in libraries 

When a librarian answers queries for the address of a particular 
organization, for the verification of a bibliographic citation, or for help 
in using the card catalog, he is performing reference work. More generally, 
any query by patrons which might be answered with documents in the library, 
with documents* in other libraries, or with knowledge in someone's head 
(including the librarian's), can be called reference work. The objectives 
of such work characterized in terms of how well it should be done, are to: 

* answer queries correctly; 

* answer queries at the lowest cost; 

* answer queries as quickly as possible. 

A few comments about these objectives are in order. Answering the 
query correctly is probably self-evident, something that we all agree 
should be done. It implies, however, that the right query is answered, some- 
thing that is not always done as we shall see latwir* It also implies that 
if we say there is no answer to a query (which may be the correct answer) we 
need to be able to document (prove) this. Answering queries at the lowest 
cost is something that we owe to the agency that provides us with financial 
support, whether it be a school, a university, or a community. We need to 
make the best use of our resources and that, of course, Includes personnel. 
In different types of libraries the distribution of cost between library 
staff and patron may differ. If the answering of the query can be delegated 
to a sub-professional or clerk, this should probably be done. Answering the 
query as quickly as possible can also be argued for at least one reason. 
Most persons coming to the library with a query want to have it answered 

1 
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right then and there • If there is too much delay, or worse, if the query 
is answered incorrectly, the patron is less likely to come back when he 
has another information need that the library may answer. 

Let us now look at why reference work is of importance in libraries, 
why it may even be considered as one of the most important services libraries 
provide. To the public, the reference desk, with the possible exception of 
the circulation desk, is the most visible part of the library. The library 
patrons' impression of the library may be strongly shaped by what they 
think of the library's reference services. Patrons should know that the 
reference librarian is here to answer (or at least to try to answer) any 
and all queries that they may have, queries that can be answered not only 
with the resources of the local library but also with the aid of resources 
in all libraries and information centers. There are other reasons why 
reference work is important in libraries. It provides library management 
with a view of (at least some of) the informa^tion needs of patrons. An 
examination of the use of reference service is of value in the planning and 
evaluation of other library services and operations, including acquisition, 
circulation, and cataloging. 

B. Variables 

Before we examine how reference work is performed, let us discuss 
some of the different ways queries can be grouped. Some of these different 
ways or variables are: 

(1) Leading the patron toward the answer versus providing the answer 

(2) Types of answers 

(3) Size of answer 

(4) Queries of recall versus discovery 

(5) Types of tools used in answering queries 

(6) Training requirements of person answering the query 
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Let us now look at some of these variables: 

1. Leading the patron toward the answer versus providing the answer 
The decisioiT to provide a lead toward the answer, e.g. asking the 

patron to check the catalog for books on the subject, rather than providing 
the answer, may be caused by the library's clientele, by the (limited) 
funds available for reference services, or by a combination of these two 
factors. In school and academic libraries^instructors would frown on 
librarians if they were to provide answers to assignments. Instead, the 
librarian instructs the students in the use of the reference tools and leads 
them to the appropriate tools. It is the students' task to select the answer 
to their query* This is also done in other types of libraries, typically 
not by choice but because of budgetary restrictions. In our discussion of 
reference work we will assume that the reference query is answered to com- 
pletion. The patron will be provided either with the answer as in a query 
for numeric information or with the document (s) containing the answer as 
in a query for background information on a subject. We are taking this 
"answer to completion" approach not because it is the policy of most libraries 
but because it is our belief that by learning to answer queries in this way, 
library school studentzs will obtain a better understanding of all of the 
steps in the reference process. 

2. Types of answers 

The types of answers to be provided, assuming that che query is answered 
to completion, may range from nothing (there is no answer) to the text of one 
or more documents. Let us look at this range of types of answers. The "No, 
there is no answer in the literature" may be a very desirable response to a 
query by a researcher who wants to do work along the lines of the query and 
who will be pleased that no one else has beat him to the punch. He will 
be pleased unless he discovers later on that there was an answer in the 
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literature. The "there is no answer" should typically be backed up with 
a list of tools and search headings checked by the reference librarian. 
Other answers in increasing physical size are a number or numbers with or 
without qualifications, a word or phrase, a document citation, a bibli- 
ography or list of document citations, a passage from a document, and com- 
plete texts of one or more documents. 

3. Size of answer 

The size of answer is related to the type of answer but it can also 
be looked at independently. We may characterize it as a single (and unique) 
answer such as a single number, a citation, a document, or we may character- 
ize it as a multiple (and not unique) answer such as more than one number, 
more than one citation, or more than one document. Some queries have one 
and only one answer, as for example the professional address of a scientist. 
Other queries, such as queries for background information on a subject, 
typically have more than one document as answers. In fact one of many sets 
of documents or document extracts may serve as appropriate answers for back-, 
ground information queries. 

4. Queries for recall versus discovery 

A patron may remember (with varying degree of accuracy) a fact or a 
document that he has seen and wants to see again. This type of query is one 
of recall. The query is phrased in terms of remembered fact or combination 
of facts and the librarian looks for something presumably in existence. The 
discovery query has no such previous history. Here the patron is requesting 
documents or information that may or may not exist as far as he is concerned. 
This difference is mentioned since it may affect the way in which a librarian 
handles a query. 

5 . Types of tools used for ahsweririg quefies 

Reference queries can also be characterized in terms of types of tools 
used in answering the queries. We may, for example, have a dictionary query, 
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a query for the definition of a word, or an encyclopedia query, one for the 
provision of background information on a given topic. We'll have more to 
say about types of reference tools later on. 

6. Type of training required of person answering the query 
This variable deals with how much and what type of training a person 
needs to have in order to answer different types of queries. The levels 
of training may include the absence of training in the conventional senses 
of the word (as in the case of queries answered by computers) , clerical 
training, library science and/or subject training at either the under- 
graduate or graduate level. In theory, we shall use neither underqualif ied 
nor overqualif ied personnel for answering reference queries. In practice, 
there is no agreement on required training for different types of queries. 

These are some but by no means all of the ways in which reference 
queries can be grouped. Other variables such as type of access points to 
use in the selected reference tools, whether or not the query needs to be 
negotiated, will be discussed subsequently. 
Questions for discussion : 

(1) Assume that there are different levels of reference service from 
self-service except for provision of answers to directional queries 
to compilation of critical reviews of the literature. Identify 
factors which have a bearing on the level of service to provide and 
apply factors to different types of libraries. 

(2) What is meant by reference query variables? Which variables may 

be considered important in evaluating reference service by a library? 

(3) Using the levels of training suggested in this stencil, identify 
types of queries that can or cannot be answered by machine, by clerks, 
or by librarians without subject training? 
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C. The process of answering reference queries 

It is important, for several reasons, that we know how reference 
librarians go about answering queries. Teachers of reference work need 
to know this so that they can teach the process on a more general level 
than "how to answer reference queries good". Managers of reference de- 
partments need to know this in order to be able to evaluate the work of 
reference librarians. Also, we need to know how reference librarians 
answer queries so that we can determine which, if any, aspects of the tasks 
can be delegated to sub-professionals, clerks, or perhaps even to computers. 
Several librarians have viewed the process of answering reference queries 
as a series of decision making steps and have drawn this process as a flow- 
chart. See, for example, the chapter in W. A. Kate's text for a comparison 
of several such flowcharts."^ The process is viewed as a series of decision- 
making steps and these steps are drawn in correct sequence as a decision 
flowchart. The particular flowchart that we'll use for our exercises is 
reproduced as Figure 1. Consider it from the overall view only for now. 
Details will be covered subsequently. This model is based on a test that 
was carried out in 1974. The test was intended to tell us whether or not 
the model is an adequate representation of how the reference process is 
actually (rather than hypothetically) performed. The procedures used and 
the results of this test will now be summarized. Twenty-three science and 
technology reference librarians in university libraries were asked to submit 
records of queries that they answered during a one month period. They were 
asked to send us a record of all the queries (other than directional ones 
such as "Where is Chemical Abstracts?") answered that month. The record 
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of each query consists of a statement of the query as it was received, 
a statement of the query as finally answered for queries that had to 
be negotiated, as well as the answer provided for each query. The 
librarians collected records of over 400 actually answered queries. The 
records of these queries were used for the next stage of the project, 
the testing of the descriptive model of the reference process. For this 
stage of the project, the decision making steps of the descriptive model 
were translated into a series of questions. These questions are incor- 
porated into a form called the reference query analysis form. Reference 
librarians participating in the project were given the records of the 400 
plus queries (statement of query and answer provided) and were asked to 
perform the query analysis and search strategy ^opment steps with the 
aid of query analysis forms. Each of the 23 reference librarians who 
agreed to cooperate in this test was asked to complete query analysis forms 
for 20 queries. Then each librarian was asked whether or not the model as * 
represented by the query analysis form was an adequate representation of 
how (s)he as a practicing reference librarian typically performs this task. 
Seventeen said "yes" or "yes" with qualifications and 6 said "no" or gave 
a qualified "no" answer, or did not answer the question. Comments and 
suggestions by the reference librarians as well as further work on the model 
by the project staff led to a revised version of the model, a version given 
as a flowchart in Figure 1. 

The flowchart will be used as a framework for teaching the process of 
answering reference queries. A few words about it are therefore in order. 
Queries may be received in person, by phone, or by mail. The record of 
information need submitted to the librarian is called the query statement. 
The librarian begins the reference process by selecting the message from 
the query statement. The message is examined to determine whether the query 
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should be searched as stated or whether ambiguities in the message need 
to be resolved before the query is to be searched • The process of re- 
solving ambiguities is called negotiation. Next, for both unnegotiated 
and negotiated queries, the types of answer-providing tools to be searched 
are determined. This is followed by the selection of specific answer- 
providing titles. After that, types and specific access points to search 
in the selected answer-providing titles are determined. The search is 
comple^.ed, if successful, by the selection of the answer from the answer- 
providing tools. If the search was unsuccessful, the query is renegotiated. 
Renegotiated queries follow the same decision-making steps as the (upon 
receipt) negotiated queries. 

The correct answer to a query is to a large extent dependent upon 
correct decisions in each of the steps of the reference process. Practice 
will be provided in performing the individual steps of the reference process. 
When you have completed this practice you should be ready to answer reference 
queries . 
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II. Message Selection 

Objective: selection of content-bearing (message) words from a query 
on both a specific level (the level given in a query) and on a 
generic level. 

• A query is a statement of information need that the reference 
librarian attempts to answer. The reason we call such a statement a 
"query" instead of a "question" is to differentiate between the original 
statement submitted by the patron (the query) , and the subsequent state- 
ments asked by the librarian about it (the questions) . This avoids asking 
questions about questions ^ which is both awkward and ambiguous. 

The message selection step, just as every one of the five subsequent 
steps, is a key step in the reference process. We say this because an 
error in the performance of any of these steps is likely to result in an 
incorrectly answered query. In the following query: "I would like to 
have a biographical sketch of Reubin Askew/' the message words are "bio- 
graphical sketch" and "Reubin Askew." A misunderstanding of these message 
words would probably result in an incorrect answer to the query. The 
other words in this query are considered non-message words or non-content 
bearing words, since they tell us nothing about the query. 

How does the experienced reference librarian perform the message 
selection step? We only know that message selection occurs, but not how 
it is performed by the reference librarian. In this stencil we will describe 
a suggested procedure for performing this task. Consider it as a mental 
aid. Use the procedure until you feel confident in doing the step without 
this aid. In this procedure, the message step is broken down into several 
smaller steps. These sub-steps are intended to accomplish two things: 

1. The selection of the specific message words, usually the words 
used in the query statement itself. In the cibove example, these words are 
"biographical sketch" and "Reubin Askew. " 

2. The selection of generic message words. In the above example , 
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these would bo "background information" and "persons." We'll explain 
how we selected these terms shortly. Both specific and generic message 
words will be used later in performing the subsequent steps of the reference 
process. 

Every query statement consists of two parts or components. One 
part specifies what is known. The other part specifies what is wanted. 
In our query statement what is known is "Reubin Askew" and what is 
wanted is "biographical sketch." If either the known or the wanted is 
missing, t!'^ statement is not a query statement. "Give me Reubin Askew" 
is not a query statement (at least not one that can be answered by a 
reference librarian) . "Give me a biographical sketch" is not a query 
statement either, because it is incomplete. 

If we accept the idea that each query statement consists of two 
parts, it enables us to do two things: (1) determine the known or access 
point for the query and (2) determine the wanted or expected ax)>uwer for 
the query. The access point is the "key" or "handle" with which to approach 
a reference tool. For example, in the query: "What is the address of Gulf 
Oil?", "Gulf Oil" is the "key" or access point in the answer-containing 
tool. This reference tool may tell us a number of things about this 
company: the name of its president, last year's profit and loss statement, 
or pictures of its refineries. In this example, however, all that we are 
interested in is the company's address. Thus "address" becomes the 
expected answer for this query. We call the access points and expected 
answer known and vanized descriptors respectively when they are stated 
generically . 

In addition to the access point (known descriptors) and expected 
answer (wanted descriptors) , queries may also contain additional clues 
that aid in answering the query. We call these clues modifiers . Here are 
some examples of modifiers. In the query statement: "Find a picture of 
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CHECEIST OF WANTEDS 
WANTEDS (TYPES OF EXPECTED ANSWERS) 

1. Dates (specific dates) 

2. Events (involving people) 

3. Illustrations 



4. Numeric information 

a. properties (scientifically measured) 

b. statistics (involves counting) and other 

5. Organizations 

6. Persons 

7. Addresses and general locations 

8. Publications 

a. citations (including bibliographies) 

b. document locations 

d. verification or completion of bibliographic 
data 

9. Terras or subjects 

a. abbreviations 

b. words, phrases, definitions 

c. abstracts, annotations, recominendation 
of publications 

d. general or background information 

10. Unspecified or other (list particular wanted) 



45 



I2 

KNOWNS AND MODIFIERS 

KNOIS (TYPES OF ACCESS POINTS) 



12. Abbreviations 

13. Dates (specific dates) 

14. Events (involving people) 

15. Illustrations 



16. Organizations (specifically named; includes 
corporate authors) 

17. Persons (specifically named; includes authors) 

18. Places 

19. Terms or subjects (other than specific types 
already listed) 

20. Titles of publications (specifically names) 

21. Unspecified or other (list particular known) 



TYPES OF MODIFIERS 

22. Academic discipline 

23. Amount of expected information 

24. Foreign language 

25. Level of information 

26. Place 

27. Time period 

28. Type of publication 

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE 
FOLLOWING QUALIFIERS: 

a. Applicable and stated in query (list the 
particular modifier) . 

b. Applicable but not stated in query (reason for 
negotiation) 
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Alexander Fleming, a British scientist who discovered penicillin in the 
1930' s", "Alexander Fleming*' is the access point, "picture" is the ex- 
pected answer. The additional clues in this query statement, clues that 
we call modifiers, are "British scientist," "penicillin," and "1930's." 
These are clues because they qualify (modify) what is known and/or what 
is wanted. Modifiers may or may not be present in query statements. 
The absence of modifiers may be an indication that the query requires 
negotiation, something that we will deal with subsequently. By themselves, 
modifiers are useless. They need to be used in conjunction with access 
points and expected answer components of queries. 

Thus far we have indicated that there are at least two parts in 
each query statement — the known and wanted parts. In some query statements, 
there is a third part, the part that gives us additional information about 
what is known or what is wanted. This third part is called the modifier. 
Let us now turn to how we propose to use these different parts of the 
query statement in answering a query. 

One use has already been alluded to. This is the use of the known, 
wanted, and modifier categorization as a framework for selecting specific 
message words from the query. In other words, you look for known, wanted, 
and modifier words in each query statement. When you have identified them, 
you have also identified the message of the query. To make this message 
selection process even £ mpler and more consistent, we have grouped the 
individual known, wanted, and modifier terms under broader terms. In 
this way you will be aided not only in selecting such terms but also in 
selecting types of known, wanted, and modifier terms. These broad types 
of terms are called known descriptors, wanted descriptors, and modifiers - 
The checklist of known descriptors, wanted descriptors, and modifiers, is 
given in Table 1. To get back to the biographical sketch of Reubin Askew 
query, the known descriptor is "persons" and the wanted descriptor is 
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"background information." This query has no modifier. **Governor of 
Florida/' "1975" might have been provided as modifiers for this query. 

Before we discuss the checklist of descriptors, a few words about it 
are in order. A checklist such as this one, which is intended to be scanned 
from end to end for answering each query statement, has to have at least 
two properties. It needs to be short, otherwise it can't be conveniently 
scanned in its entirety for each use. Also, the individual terms on the 
checklist must be unambiguous, otherwise there will be problems in using 
the list. We claim success on the first point and ask for forbearance 
on the second one. This is about the ninth revision of the checklist and 
it is not perfect as yet. We have attempted to eliminate ambiguities 
by adding brief definitions (scope notes) to some descriptors. This is 
the first test of this list by students and we'd like to hear what (if any) 
problems you encounter. 

The other use of the checklist of descriptors is to aid in the selection 
of both types of ansv/er providing tools (the reference tools that will 
contain the answer to the query) , and specific titles of such types of 
tools. Just as quevy statements can be translated into known and wanted 
descriptors, so c^im the information contained in the types of tools. 
Once- we have selected the combination of known and wanted descriptors for 
a query statement, we can look for types of tools that are characterized 
by this combination of descriptors. This process will be facilitated with 
a list of known and wanted descriptor combinations and corresponding 
types of reference tools. In some cases, the specific titles of reference 
tools to be searched for a query may be selected by adding the modifiers 
to the known and wanted descriptors. More will be said about this procedure 
subsequently. 

48 



15 

KNOWN DESCRIPTORS 

We will now provide a brief explanation and an example of use of each 
known descriptor. 

12- Abbreviations . Use when an abbreviation to be identified is given 
in the query. Example: What are lAC's?" 

D^tes . Use when a date in the query will be used as an access point. 
Example: "Which group of historians will meet in November 1976?" A 
date may also be a modifier, a situation that will be dealt with 
subsequently. 

14. Events (involving people). Use for activity that either has or will 
take place, e.g. a meeting of a group of scholars, or the World Series. 
Do not use for natural phenomena such as tides, sunrises. Example: 

"I would like information for short paper on the battle of Gettysburg." 

15. Illustrt'tions . Use when any type of illustration is mentioned in the 
query, e.g. maps, pictures, symbols (which are actually standardized 
pictures) , graphs, or a sample of the object itself, e.g. an insect. 
Examples: "What does mean?" "What kind of flower is this?" 

16. Organizations (specifically named). Use when names of companies, govern- 
ment agencies, libraries, etc. are given. Also used when corporate 
author of a publication is given. Example: "Where is the National 
Institute of Health?" 

17. Persons (specifically named). Use when name of individual is given. 
Also used when personal author of a publication is given. Example: 
"I would like to see a copy of Edwin Way Teale's book on winter." 

18. Places (specifically named) . Use when specific place name is given 
as access point. Example: "Where is Lock Ness?" Places may also be 
modifiers, e.g.: "I want information on Hiram Fong, who lives in 
Hawaii." in this case the known descriptor (access point) is "persons" 
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and Hawaii is the modifier since you would not look under the place 
to answer this query • 

19. Terms or subjects (other than specific ones listed as descriptors 12-18). 
Use when word or subject is access point in a query and cannot be 
otherwise characterized by the checklist. Examples: "I want background 
information on nuclear physics." "What does oxidation mean ?" 

20. Titles of publications . Use when title of specific book, journal, report, 
dissertation, or other publication is given. If both author and title 
are given, select author (persons) since this is typically the simple 
access point to search. Example; "Do you have American Heritage? " 

21. Unspecified/other . Use either when a known descriptor is not present 
in a query, or when the known aspect of the query cannot be translated 
into any of the specific descriptors. An unspecified known descriptor 
in a query statement would have to be negotiated since such a query 
could not be searched. Example: "I want some statistics." 

WANTED DESCRIPTORS 
Wanted descriptors enable us to determine what the expected answer 
to a query should be. Again, we have grouped such expected types of answers 
into a small number of categories labeled descriptors. There will be some 
repetitions in the known and wanted descriptor lists since what is wanted 
in one query may be what is known in another. Again, we will provide 
brief instructions for and examples of these wanted descriptors. 

1. Dates. This can be specific, e.g. June 6, 1976 or generic, e.g. Eighteenth 
century. Do not use for citation verification since typically other 
information (author, title, publisher) is also wanted. Example: "When 
was the first cyclotron built?" 

2. Events. Events are more commonly given as known descriptors in a query 
than as wanted ones. An example of the use of "Events" as a wanted 
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descriptor is "What literary award did Michael Schaara receive in 1975?" 
The event should be a single point in time rather than something that 
occurred over an extended period such as the history of democracy in 
America. 

Illustrations. Use when a picture, map, symbol, or any other type of 
illustration is wanted, as in "Where is a picture of Harry Truman?" 
"Do you have a map of St. Petersburg?" "What is the symbol for standard 
deviation of a statistical population?" 

Numeric information , descriptors are provided: 4a to characterize 

the results of measurements, e.g. the length of a fish, and 4b to characterize 
the results of counting, e.g. the number of passenger cars sold in a 
particular location over a period of time, and 'other' 

numeric information, e.g. the price of v/heat. The identifying characteristic 

of these two descriptors is that the expected answer is a number 

series of numbers with or without qualifications. Example of 4a (properties) : 

"What is the di.;tance of the galaxy Andromeda?" Example of 4b (statistics) : 

"What is the average yield per acre of cucumbers grown in Leon County, 

Florida?" 

•I 

Organizations . Use when names of companies, government agencies, libraries, 
etc. are wanted. For name of publisher in the case of a citation verifica- 
tion, use 8d. Example: "Who sells Waring blenders in Miami?" 
Persons . Use when names of individuals are wanted. For names of authors 
in cases of citation verification, use 8d. Example: "Who invented 
Xerography?" 

Addresses and general locations . Use for wanted places, tvoically addresses. 
For place of publication in citation verification, use 8d. Example: What 
ifi the address of Leonard Bernstein? 
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8. Publications . This descriptor is often the expected answer in a tiuery even 
though it may not be stated as such, as, for example, "Where can I find 
information on the use of coconut milk for growing cacti?" in view of the 
heavy use of publications as an expected answer, the following three more 
specific publication descriptors have been prepared. 

8a. Citations . Use this descriptor when only bibliographic citations 

are wanted. Example: "Provide me with a list of references on growing 
orchids." 

8b. Document location . Use this for requests for location of known docu- 
ments in either the local library or in another library. Example; 
"Where is the July 1956 issue of the Atlantic Monthly ?" 

8d. Verification or completion of bibliographic data . Use when part of a 

citation is given and the citation is to be completed or when an entire 
citation is to be required. Use this wanted descriptor for citation 
completion or verification rather than wanted descriptors 5, 6, or ?• 
Example: "Verify C. Mooers, Aslib Proc. 1956." 

9. Terms or subjects . This group of descriptors identifies the amount of 
textual (rather than bibliographic) information expected. The following 
four specific descriptors have been prepared. 

9a. Abbreviations. Use when an abbreviation for a term is wanted. For 

example, "What is the abbreviation for information analysis centers?" 

9b. Words , phrases , definitions . Use for identification of a given 

abbreviation or for definitions of terms. Example: "Does plumbum have 
anything to do with plumbs?" 

9c. Abstracts, annotations or recommended publications . Use when summaries 
of documents are wanted in addition to citations. Example: "Provide 
a summary of journal articles on required courses taught in library 
schools." Also use when a book or other type of publication is to 
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be recommended. 

General or background information . Use when more than definitions, or 
summaries of doucments are wanted as for example, when full texts or 
long extracts of text are anticipated answers. Example: "i: want to 
read up on the history of Liberia." 
10* Unspecif ied or unknown . This should only be used for query statements in 
which what is wanted is not stated. The use of this descriptor is a clue 
that the query needs to be negotiated. 

MODIFIERS 

In addition to a wanted and known descriptor , a query statement may include 
one or more modifiers. Notice that modifiers supplement but do not replace known 
and wanted descriptors. Modifers provide additional clues about what is known 
and/or what is wanted. A list of types of modifiers is given below, again 
with some explanatory noted. 

22. Academic disciplines > This refers to the subject of the query, whether 
it is, for example, concerned with home economics, Roman history, or 
carpentry. 

23. Amount of expected information . This refers to the amount of text or the 
number of citations the patron wants. 

2^* Foreign languages . This modifies either a known or wanted descriptor 

such as the modification of a term (it is German) or the modification of 
an expected answer (it has to be in English). 

25* Level of information . This refers to the relative difficulty of material 

to be given to the patron. Not all queries are level-sensitive. For example, 
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queries for numeric information, citation verification are not. ^Material 
may be for laymen, experts outside his field, or experts in his field, to 
give examples of three levels. 

26. Place . This refers to the modification of a person ("he lives in New York") 
or most of the other known descriptors. 

27. Time period . Used similarly to the place modifier. 

28. Type of publication . Used when query statement specifies that a specific 
type of publication, e.g. journal article, dissertation is wanted. 



Questions for discussion 

1. What is the difference between a known descriptor and a wanted descriptor? 

2. What is the difference between descriptors and modifiers? 

3. What is the difference between query message words and descriptors? 

4. Which known descriptors, wanted descriptors, or modifiers require further 
definition or explanation for unambiguous use? 

5. Can the message selection step be performed by either clerks or computers? 

Work out the exercises to be provided separately and be prepared to 
discuss the answers to the exercises in class. 
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III. Selection of types of answer-providing tools 
Objective: The selection of one or more types of answer- 
providing tools with the aid of known and 
wanted descriptors . 
In the last chapter we have discussed the process of 
selecting the message from a query with the aid of known 
descriptors, wanted descriptors, and modifiers • If a query 
can be answered without negotiation (further discussion with 
the patron) , the next step in the reference process is 
usually the selection of the type or types of answer- 
providing tools for that query. The experienced reference 
librarian probably combines this and the next step into a 
single step. We are treating each step separately to help 
you in learning the process. Let us begin with a simple 
query as an example of carrying out the answer providing 
tool selection step. We have a query from a layman for 
background information on digital computers. The known 
descriptor for this query is "terms or subjects," 
the wanted descriptor is "general or background 
information" and the modifier (which we do not use 
in this step) is "elementary level." A reference 
librarian is likely to select three types of 
tools that have answers to this query: encyclopedias, 
texts, and handbooks. These are examples of types 
of answer-providing tools for reference queries. When we 
consult these tools, we expect to locate therein an answer 
to the query. A 11 jt of types of answer-providing tools is 
given as Table 1. This is a good place to differentiate 
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TABLE 3 

TYPES OF ANSWER-PROVIDING TOOLS 
A Atlases, Maps 

B Biographical sources 

C Card catalogs / union lists 

D ^ Dictionaries 
E Encyclopedias 
G Guides to the literature 

H Handbooks/ manuals/ and almanacs 

I Indexes / bibliographies/ and abstracts 

M Monographs/ texts 

N Non-biographical directories 

P Primary publications. This includes dissertations/ 

reports/ primary journals and conference 
proceedings . 

Y Yearbooks 



answer-providing tools from lead-in tools. Lead-in tools / 
as you might suspect from their name are used primarily for 
the identification of specific titles of answer-providing 
tools / once you have identified the type of answer-providing 
tool that you need. For example/ if you do not know which 
text has an answer to a query/ you go to a lead-in tool to 
identify a specific title. The lead-in tool in this 
instance is probably the library catalog. NoW/ to make 
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matters slightly more complex and not to lull ycu into a 
false sense of security, lead-in tools are sometimes used \ 
as answer-providing tools, and vice versa. Here is how. 
If a query is for the location of a book in the library, 
the answer is the book's call niimber. This is found through 
the library catalog, ordinarily a lead-in tool but in this 
instance an answer providing tool. A query for journal 
articles and books on a subject for which the answers are 
located through a bibliography in an encyclopedia article is 
an instance in which the encyclopedia is used as a lead- 
in tool rather than an answer-providing tool. 

How does one select a type of or types ox answer- 
providing tools for a given query? The experienced refer- 
ence librarian probably associates type of information 
content with type of answer-providing tool and probably 
makes a mental match between the information need expressed 
in the query and the expected content of type or types of 
reference tools. In Table 2, Wanted-Known Descriptor 
Matrix, we have provided a mental aid with which you can 
match the message of a query expressed as descriptors with 
the content of a type or types of answer-providing tools. 
This table, or more precisely this matrix, wc^i prepared by 
indexing the content of types of answer-providing tools with 
known and wanted descriptors. There is a difference in 
the indexing of the message in a query and the indexing 
of the content of a type of answer-providing reference tool. 
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The following examples will illustrate the use of 
the matrix. 

Query: What does the abbreviation "ibid." mean? 
Descriptors: 9b/ 12 

Type of answer providing tool with this combination 
of descriptors: D - Dictionaries. 

Query: Where can I locate background information 
about Florida State University. 
Descriptors: 9d, 16 

Types of answer providing tools with this combination 
of descriptors: E - Encyclopedias, H - Handbooks, 
Manuals, Almanacs, N - Non-biographical directors, 
P - Primary publications. 

Notice that a single type of answer-providing tool was 
sele'-ted for the first query and more than one type of tool 
was selected for the second query. In what sequence should 
answer-providing tools be searched if there is a choice among 
types of answer-providing tools to use? There is undoubtedly 
an optimum search sequence but we cannot make any generali- 
zations about this sequence at the present time. This is an 
area for needed research in reference work. All things 
being equal, the optimum search sequence should get us the 
best answer in the least time. Thus if there is a choice 
between an encyclopedia with a known location and another 
type of answer-providing tool with a location that has to be 
determined through the library card catalog, for example a 
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text, then the encyclopedia might be the first type of tool 
to search. However, if the patron wants to borrov; the 
document, a text might be a better choice even though it 
usually takes longer ro locate such an answer-providing tool. 
The message in a query is indexed with only one known 
descriptor and only one wanted descriptor. There is no 
such limitation on the number of descriptors used for 
indexing the content of each type of answer-^providing 
reference tool. In the matrix, each box represents a unique 
combination of known and wanted descriptors. In these 
boxes we have placed the lettea" or letters of types of 
answer-providing tools that are indexed by that combination 
of known and wanted descriptors. 

To help you in the use of answer-providing tools, a 
brief description of each type of tool is given below. 
Also included for each type of answer providing tool is the 
list of wanted and known descriptors used for indexing each 
type of tool. These combinations of wanted and known 
descriptors form the basis for the matrix that is to be 
used as an aid in selecting types of answer-providing tools, 

A, Atlases, maps . An atlas is a collection of maps, 
usually containing physical, route, and political 
maps, but not restricted to these types. Maps are 
defined as representations of surfaces, showing the 
whole or part of an area, indicating distance and 
size according to a set scale. There are various 
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types of maps/ such as astronomical r physical, 
historical, political, etc, ^ 
Atlases and maps 

Wanted 3--illus trations , 4--properties and statistics, 

6- persons , 7-addresses , 9d-general inf ormatio 
Known 14-events, 17--persons, 18--places, 19-terms 

and subjects. 

B Biographical sources . Also called biographic 

dictionaries or biographic directories, are 
reference tools giving information about individuals. 
The minimum information given is the name and address 
of an individual. Additional information that may be 
included is date of birth, professional and. 
avocational interests, membership in organizations, 
and publications. Biographical sources are usually 
arranged alphabetically and may contain an index by 
geography or profession. Biographical sources differ 
in terms of time period covered, criteria for listing 
biographee, subjects included, and amount of 
information given for each biographee. 

Biographical sources 

Wanted 1-dates, 2-events, 3-illustrations, 4- 

properties, etc. , 5-organizations, 6-persons , 

7- addresses , 9b-words , definitions , and 
phrases, 9d-general information,. 8a~citations 

Known 17-persons . 
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C Card catalogs, union lists > These tools are locating 

devices. The card catalog is the most commonly used 
catalog today. Entries for books are on separate 
cards arranged in order, usually in a single alphabet • 
The catalog enables the user to see what a library 
holds and where to find it. A union list is a complete 
record of the holdings for a group of libraries. It 
may be a general list or restricted to materials in a 
certain field, on a particular subject, or of a given 
type ^ such as periodicals or annuals. This tool helps 
to identify and locate where a title may be found. 
Card catalogs and union lists 

Wanted 8a-citations , 8b-document location, 8d- 

verification of publications. 
Known 14-events, 16-organizations , 17-persons, 18- 
places, 19-terms or subjects, 20-titles. 
D Dictionaries . Normally this tool provides the 

spelling, pronunciation, definition and syllabifi- 
cation of words in a single alphabet. Some dictionaries 
go beyond these functions and provide etymology, names 
of major places, commonly used foreign terms, slang 
words , abbreviations , synonyms and antonyms . 
Specialized dictionaries are also included in this 
category. 
Dictionaries 

Wanted 1-dates, 2-events, 3-illustrations , 4- 

properties, etc., 5-organizations , 7-addresses, 
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9a- abbreviations, 9b~words, etc. 
Known 12-abbreviations , 1 6-organizations , 17-persons , 
18-places, 19-terms or subjects. 
E Encyclopedias , Multivolume set arranged in a single 

alphabet, containing articles on many subjects. This 
type is generally directed to a particular level of 
s ophistication . The subject encyclopedia, as the name 
implies, deals with one subject specifically. Many 
encyclopedias contain indexes. Articles are ravised 
on a rotative basis to keep the work up-to-date, and 
yearbooks are published to maintain the currency of 
older editions . 
Encyclopedias 

Wanted 1-dates, 2-events, 3-illustrations , 4- 

properties, etc., 5-organizations, 6-persons, 
7-addresses, 9a- abbreviations, 9b-words, etc., 
9d-general information . 
Known 14-events, 16-organizations , 17-persons, 18- 
places, 19-terTns or subjects. 
S Guides to the literature . Annotated listings of basic 

titles in a particular field. Guides are helpful in 
the sense that a librarian does not have to remember 
all titles available. They can be used as selection 
tools. Guides may also include introductory analysis 
on subjects, on techniques of literature searching as 
well as lists of libraries, publishers and other 
organizations • 
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Guides to the literature 



Wanted 7-addresses , 8a-citations , 9c-abstracts^ 9d~ 



general" information. 



Known 16-organi2ations , 17 persons, 19-tenns or 



subjects, 20- titles. 



H 



Handbooks , manuals , and almanacs. Handbooks and 



manuals are compact reference tools that treat 
concisely the essentials of a subject. They offer 
simple but comprehensive treatments on special 
subjects , giving concise information. They carry 
compilations of miscellaneous information such as 
literary, historical and statistical data on the 
subjects covered, being a source subject to constant 
revision. Almanacs are publications, usually annual, 
containing a variety of useful facts of a miscellaneous 
nature, and statistical information. It was originally 
a projection of the coming year by days, months, 
holidays, etc. 



Handbooks, manuals, almanacs 

Wanted 1-dates , 2-events , 3~illustrations, 4- 



properties and statistics, 6-persons, 7- 



addresses, 9b words, etc 



9d-general 



information. 



Known 



13-dates , 14-events , 15-illustrations , 



16-organizations , 17-persons , 18~places , 
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Indexes, bibliographies and abstracts > An index is 
a guide to items, terms words, ideas ^ concepts ^ 
information or data contained in a source or group 
of sources of recorded data or information. It is 
alphabetically or systematically cirranged/ giving 
enough information for each term or concept to be 
traced by means of a bibliographic citation or other 
symbol. As a tool for tapping the contents of almost 
any work, indexes are invaluable, as they serve to 
lead the user to other sources of information besides 
books, such as periodicals aaid newspapers, A biblio- 
graphy is a publication listing materials such as 
books and periodical articles on a given subject, 
and arranged in some logic?;.! or systematic order. 
They provide enough inf ojLi.iv^;tion for the materials to 
be traced, usually in the form of a bibliographic 
citation. That is, they serve as lead-in tools to 
the source or sources of a possible answer. They 
are useful for verification and completion of data 
regarding a publication as well as for finding out 
what material exist on a given topic. Abstracts are 
a form of current bibliography that give, in a brief 
form, the contents c-f a document preceded by a 
bibliographic citation. Though another form of lead- 
in tool it goes a step further than the index by not 

66 



32 

only locating the document but by briefly describing 
its essential points. Therefore, it saves time by 
indicating to the user the contents of ^. document; 
it serves also as a method of surveying the retro- 
spective literature without having to look at the 
primary materials. 
Indexes, bibliographies, abstracts 

Wanted 4b-statistics , 8a-cita tions , 8d-verif ication 

of publications, 9a-abbreviations , 9c"-abstracts 
Known 13-dates, 14-events, 16-organi2ations, 

17-persons, 18-places, 19-terms, etc., 

20-titles, 

M Monographs , texts , Systematic treatise on a 

particular subject or classes of subjects, usually 
detailed in treatitient but not extensive in scope. 
It often contains extensive bibliographies. As 
opposed to primary publications, monographs and texts 
are frequently edited or mpdified results of original 
research or scholarship. 
Monographs , texts 

Wanted 1-dates, 2-events , 3-illustratioris , 

4b-statistics , 5-organizations, 6-persons , 
7-addresses, 9b"-words, etc., 9d-general 
information. 

Known 13-dates , 14-events , 16-organizations, 17- 
persons, 18-places, 19-terms, etc. 
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N Non-biographical directories . These directories 

cover organizations / agencies , firms , clubs , 
societies, associations, institutions/ and official 
bodies, describing their structure and operations. 
They may also list their members and officers, their 
addresses and functions and similar data. They also 
cover manufacturers or business houses in a 
particular trade or profession; they are usually 
arranged in alphabetical or classed order. 
Non-biographical directories 

VJanted 2-events , 4b-statistics, 5-organizwtions , 
6-persons , 7-addresses , 9a-abbreviations , 
9c-abstracts, 9d-general infomiaticn. 
Known 16-organizations , 20-titles. 
P Primary publications . Published reports of research 

or scholarship typically in their initial form. These 
•reports are most frequently the result of experiments 
or surveys and may be published as articles in primary 
journals , as conference proceedings, as individually 
published or distributed reports, and as dissertations. 
Primary publications 

Wanted 3-illustrations , 4b-statistics , 8d-verif ication 
of publications, 9c-abstracts, 9d-general 
information . 

Known 14-events, 16-organizations , 17-persons, 
20-titles . 
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Y Yearbooks. 

General yearbooks are frequently published in con- 
junction with general encyclopedias and contain 
information and are structured in format similar to 
that found in general encyclopedias. Specialized 
yearbooks contain information related to specific 
subject areas. Yearbooks arc used for current facts 
and statistics and current events; information about 
events in the past (old yearbooks); and in the study 
of trends and developments . 



Yearbooks 

Wanted 2-events, 3-illustrations , 4-properties, etc., 
5-organizations, 7-addr esses, 9b-words, etc., 
9d-general information. 

Known 13-dates, 14 events, 16-organizations , 17- 
persons , 18-places , 19-terms , etc. 

In this chapter we have discussed the selection of types 
of answer-providing tools with the aid a descriptor 
matrix. We have also indicated that ch.n*e are, at times, 
choices among types of answer-providing reference tools 
to search. The basis for making such choices is still 
largely a subjective matter. 
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Questions for Discussion 

1. Give instances in which lead-in tools are used as 
answer providing tools as well as instances in which 
answer-^providing tools are used as lead-in tools. 

2. Consider factors that have a bearing on the selection of 
the search sequence of the various types of answer- 
providing tools. 

3. Why would it be useful to know the optimum search 
sequence of types of answer-providing reference tools? 

A s(?parate exercise is provided with this chapter. 
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IV. Selection of specific answer providing titles 

Objectives: Selection of answer providing titles with the aid of lead-in. 
tools • 

In previous stencils we have discussed the selection of the message 
from the query as query words and as known descriptors, wanted descriptors, 
and modifiers. We have also discussed the selection of types of referGp.ce 
tools, such as dictionaries or encyclopedias, with tha aid of specific 
combinations of known and wanted descriptors. The next step in the 
reference process is the selection of specific answer providing titles. 
An experienced reference librarian is familiar with the content and loca- 
tion of numerous reference tools. Often, he will go directly to tht. waives 
to look up the answer to a query because of his familiarity with the 
collection. There are times, however, when even the experienced reference 
librarian needs a memory aid, since it is impossible for him to remember 
'.he thousands of titles that might coi^tala an answer to a query. At such 
times lead-in tools identify specific answer provid^.ng titles. 

To set the stage for this model, let us begin with a simple example. 
You are asked a query that can ba answered with & general encyclopedia. 
You are familiar with bonh a specific general encyclopedia title and its 
location and can therefore go direcwly to the shelves to answer the query. 
In this example you translate the type of tool ne-^ded into a specific title 
o^ the tool and y'-:u did th,i*5 without memcry aid. Let us now make the 
example a t it more difficult and illustrate a case for which a memorj* aid 
is required. The query is for the name of a manufacturer of egg container^ 
in Liberia. You know that this qu^ry will be ariswered in a parti cuJ ar type 
of tool, a directory, but anlessi^ you ^).ave an unusual memory or have answered 
a similar query recently, you won't know what specific f^tle will answer 
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this query. This iT, where the lead-in tools come in» 

Lead-in toolr . t^sir rame indicates, are used primarily to identify 
specific titles t'aat contaiu answers to queries, rather than answer the 
queries themselves. LeaJ-.'^p reels can be viewed as the bridge between the 
type of tool and the specific :iri.vver providing tool, What options do we 
have in selecting lead-in tools? Basically, there arc four options that 
can be used singly or xu cotiibitiation. 

Ic The card catalog 

2. Browsing or going to a section of the shelves vrhere answer 
providing tools are located. (This is not strictly a tool 
but a procedure.) 

3. Guides to the literature 

A. Bibliographies of (single) types of tools 

Let's talk a little about these four options or possibilities. Option 
one, the card catalog, is fairly straight forward (at least in its description 
You look under the appropriate subject heading, select answer providing 
titles, copy the call numbers, and go to the shelves for the selected titles. 
Option number two, browsing in the shelves, is a matter of looking over the 
reference books or a portion thereof. The arrangement of a particular 
collection may or may not make this an easy task. Option three, the use of 
guides to the literature, may also require the identification of the specific 
lead-in titles through the card catalog unless your guides are in a special 
area of the; reference collection, or unless you have memorized names and loca- 
tions of specific guit es to the literature. Option number four, checking 
in bibliographies of types of tools such as directories or dictionaries, 
also may require as first step the identification and location of specific 

72 



38 



titles through the card catalog. Here is an example of the use of lead-in 
tools for a specific query. 

Query: What does Wasserstoff mean? Believed to be a Gennan word in the 

field of chemistry. 
Known descriptor: Term or subject 

Wanted descriptor: Textual information - definition 
Modifiers: German language, chemistry 
Type of tool: dictionary, encyclopedia 
Lead-in options: 

1. Card catalog subject heading: Reference books - Bibliography; 
Science - Dictionaries - German 

2. Browsing in stacks around ela^s number Q123. (The class number 
was located under subject heading). 

3. Guide to the literature: Winchell, Constance M. Guide to 
Reference iookg. Chicago: ALA, 1S67. 8th ed., p. 557. 

4. Bibliography of type, of tool: UNESCO. Bibliography of Inter- 
lingual Sci^i^ntific and Techni cal Dic tionaries . 5th ed. UNESCO, 
1969, p. 66-72. 

Access point used: 54 (The Dewey number for chemistry) 
Which lead-in tool or combination of lead-in tools should we use to 
identify and locate a specific answ«-:r providing title? In theory, we should 
use the path that gets us to the answer providing tool the quickest ^ Refer- 
ence librarians probably know what tha "least search path'Lis but they have 
not told us formally. No researcher has made a'^udy of this and reference 
librarians have not written i^bov/c it. The literature is silent on the sub- 
ject. The factors that make :ne approach better than the other are probably 
the key to which path to pursue for the identification and location of 

specific answer providing titles. Listed below are some of these factors 
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labeled as advantages and disadvantages for each of the four methods, 
Factors to consider In the sel e ction of type of lead-in tool 



Type of lead-in tool 
1> Card catalog 



2. Browsing in reference 
shelves 



3* Guide to the litera- 
ture 



Advantages 

yfiie step for call number 
identification 

Documents in catalog are 
typically in library 



Disadvantages 

Titles not evaluated 

Titles not annotated 

Titles may ii^^ be 
restricted to one's 
own collection 

Subject heading may 
be difficult to locate 

Not all reference 
materials shelved 
together 



One step search 

Choice based on external 
appearance of tool itself 

Tool available for:i imme- 
diate inspection 



Titles frequently evaluated Two step search 



Titles frequently anno- 
tated 



Title may not be in 
collection 



A. Bibliography of type 
of tool 



Typically most complete 
list of specific titles 

Title frequently anno- 
tated 



Two step search 

Title may not be in 
co.llection 

Bibliography may not 
, • ' ■ be -^ecent 

Let us assume that you have used a lead-in tool or a combination of 

such tools to select answer providing titles. Let us further assume that 

there is a choice among many titles, in fact there are more titles than 

you have time to consult. What should be the basis for making such a 

choice? In general, select titles that match the subject of the query 

the closest. For example, to translate a German term in the field of 

chemisty use a German chemistry dictionary rather than a German science 

or a German general dictionary. Other criteria include amount of informa- 
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tion on subject, ease of access to information, and recency of title • 



Questions for discussion: 

1. Under what circumstances would you go first to the card catalog for 
the selection of an answer providing title? 

2. Under what circumstances would you not use the card catalog for locating 
answer providing titles? 

3. Under what circumstances would you recommend adding of call nxunbers 
to titles in a guide to the literature or a bibliography? 

4. If you were asked to conduct a study aimed at determining the least 
search path for identifying answer providing tools, how would you 
go about this? 



Exercise: 

For each of the queries given to you, select an answer providing 
title. Indicate for class discussion which type of lead-In tool you used 
and what specific access point you used for selecting your answer providing 
title. You need not answer the queries in this exetrclse. 
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V, Selection of search headings 

Objective: Translation of message words into search headings. 

We are now ready to search the specific answer providing tools that 
were identified from memory or with the aid of lead-in tools in the last 
stencil. In an earlier stencil, the message selection stencil, we charac- 
terized the message words in the query both generically and specifically. 
We characterized these words generically as known descriptors, wanted 
descriptors, and modifiers. Each known and wanted descriptor and modifier 
has a corresponding and more specific term - the word or words used in the 
query statement itself. In this stencil we are concerned with the known 
descriptor and its corresponding more specific term, the known term 
in the query statement. 

The known descriptor identifies not only what is known in the query 
but also the type of access point to search in a reference tool for answering 
that query. The specific term corresponding to the known descriptor in a 
query identifies the search heading or precursor of the search heading to 
use in the answer providing tool. An example will illustrate this point. 
In the query, ''Give me biographic information on John E. Swoboda.*', the 
known descriptor i ^. "Persons" and the more specific term for the known 
descriptor is "John E. Swoboda*'. The type of access point to use ir 
"Persons" (tho personal author index). The search heading for this query 
is "Swoboda, John E.". If there is no information under "Swoboda, John E." 
and there is information under another term, then the query term becomes 
the search heading precursor since we have to translate it into the search 
headings used in a specific tool. The translation of the search heading 
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precursor into the search heading is the topic of this stencil. This 
task may be necessary for both author and subject searches, when the words 
in the query do not match the subject headings in the answer providing 
tool. 

A general warning about selection of specific search headings, the 
query may contain errors; in spelling and/or errors in fact. If all the 
queries coming to the reference librarian were answerable by using query 
words as search headings in such easy-to-use tools as Who^s Who in America 
he would not earn his keep. The fact is that reference-librarians receive 
many problem queries that require considerable unscrambling, Sfa here is 
some advice. If a personal name can't be found in an index, look for alter- 
nate spelling of the name, Blazek might be spelled Blasek by the patron, 
Walter Paul may turn out to be Paul Walter, Also be somewhat distrustful 
of dates, specifically in citations, A citation published in 1955 might 
in actuality have been published around 1955, like 1930, 

Now let us turn to the use of subjects as search headings (subject 
headings) to answer providing tools. Subject headings as search headings 
to aaswei' providing tools (as well as lead-in tools,* for that matter) present 

ems because the word or words that you want to search a given subject 
nay not be the word or words that the cataloger or indexer chose to characterize 
the subject. Putting it differently, the vocabulary of the searcher is 
not always in coincidence with the vocabulary of the cataloger or indexer* 
Why is this so and what can we do about it? The why has already been alluded 
to. Natural language can be used to express the same thing in different ways. 
This is what poets thrive on but it is rough on reference librarians attempting 
to find this proper handle or search heading for a query. Also, the topic 
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that you are seeking may be treated and/or indexed differently in different 
tools. This could be caused by the different amount of material about a 
topic In a given tool or by difference in indexing philosophy. At any rate, 
these are some of the causes of the problem. The solution to the problem 
of lack of coincidence between the vocabulary of the query and the vocabulary 
of the answer providing tool is to collect words and phrases that are likely 
to be search headings in the answer providing tools. These might be syno- 
nyms, more specific terms, more genetic terms, or otherwise related terms. 
Examples of synonyms are teachers, instructors, professors, tutors. Strictly 

speaking, these are near synonyms since there is ^.a^^^ , 

among these terms but one typically not large enough to make a difference. 
There are, of course, exceptions - hence the qualifier "tjrpically". Specific- 
generic relationship can be illustrated with the three level hierarchy: 
''documents", "books", and "texts". 

In selecting a search heading to a lead-in tool or an answer providing 
tool, search the words used in the query first. This is the simplest way and 
if the answer is obtained in this way, fine. If the answer cannot be obtained 
in this way, select as potential search headings, synonyms, more ific 
terms, more generic terms, a-ad terms otherwise related. The selectioi. may be 
based on your memory or upon memory aids. A memory aid that you have probably 
already used is the subject authority list to the card catalog. This list 
gives you both synonymously, more specifically related terms, as well as 
otherwise related terms. Another memory aid is a thesaurus to an indexing 
service, such as the New York Times Index . Here again synonyms, more specific 
more generic, and otherwise related terms are listed, typically in both an 
alphabetical and a hierarchical arrangement. In using subject authority 
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lists or thesauri, select as many terms related to your query as apply. 
These terms are the potential sea*^" ^dirlgs for your query. 

Questions for discussion: 

1. Can a subject authority list or thesaurus for one tool be used for 
searching another tool? 

2. At what point should one stop the collectiomand searching of additional 
search headings? 

3. Can the collection of ^h headings be delegated to clerks? 
Exercise: 

Bring answers to search heading selection exercise (to be distributed 
separately) for class discussion. 
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VI, Answer selection 

Objective: Selection of correct and complete answer to a query. 

In the last stencil we talked abou the selection of the specific 
access point that will lead you to the page(s) with the answer in the 
answer providing tool. In this stencil we will discuss the selection of 
the complete and correct answer from the page(s) containing the answer. 
As in the other steps of the reference process, this may or may not be a 
difficult step. We will deal with the difficult cases, since you need no 
help on the others. First a few words about bibliographic citations. You 
need to record citations when they are the answer to a query as» for 
example, in queries for a few articles on a subject. You should also 
record the citations of the answor providing tools. In the example of the 
query for a few articles on a subject, this may be the Readers^ Guide to 
Periodical Literature or another index to periodicals. In the case of a 
query for factual information, this would be the handbook or other reference 
tool from which the answer is selected. The record of the citation should 
be complete and unambiguous so that you or anybody else can get to the 
answer in the reference tool without difficulty. Completeness of biblio- 
graphic citation for a book typically consists of the author(s), the title^ 
the place of publication, the publisher, the year of publication, the edition, 
the volume (in case of a multivolume set) and the specific page or pages on 
which the answer is contained. For journal articles, the complete citation 
consists of the author (s) of the article, the title of the article, the 
name of the journal, the volume, date of publication, and complete pagination. 
Complete and unambiguous citations may also vaquire the series number for a 
journal, the issue number for a journal when each issue is paginated separately 
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(otherwise there may be twelve pages numbered 21 in one year), and a 
section number in a book if the book is paginated by sections rather than 
continuously. Elements of biliographic citation for other types of publi- 
cations will typically be similar to that for books or journal articles. 
Now some points about completeness and correctness of answers other 
than citations. Queries for which the answer is a number or a series of 
numbers typically require , the qualification of that number. For example, 
if you are asked to get the temperature of Tallahassee in the winter, 
"20" is an insufficient answer for several reasons. You need to indicate 
the unit of measurement, whether it is degree Celsius (°C) or Fahrenheit (°F) . 
You have to say whether it is the high, low or average temperature, and you 
alc/O should give the complete bibliographic citation to the page that con- 
tains the answer. A complete answer may also mean giving more information 
than was requested. For example, if the name of a manufacturer of flower 
pots in Miami, Florida is requested and there are three such manufacturers 
in that town, supply all three rather than one picked at random as the answer. 
What if there were 50 flower pot manufacturers in Miami, Florida? This is 
a query that would probably require negotiation so that an acceptable answer 
can be provided. Negotiation will be dealt v^th next. In requests for 
names of individuals or organizations, more than just th*^ name is often pro- 
vided as the answer even though only the name is requested. Experience has 
shown that patrons frequently want the addresses and the phone numbers even 
though they ask for names only in the original request. More often than not, 
it is more efficient in the long run to collect the complete information the 
first time you see it even though it was not so requested in the original 
query. 
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Questions for discussion: 

1. Wliat are arguments pro and con for letting the patron select the answer 
from the answer providing tool? 

2. Are there occasions when you might not need to record the citation to 
the answer providing tool? 

3. What are the elements of a complete bibliographic citation for a 
dissertation? 



Exercise: 

Bring answer to the answer selection exercise (to be distributed 
separately) for class discussion. 
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VII. Query Negotation 

The objectives of reference service are to answer the 
real query and to do so accuretely, quickly/ and efficiently 
In this chapter we will deal with the identification of the 
real query. This is a Key step in the reference process. 
To put it simply/ unless we recognize and answer the patron' 
real query, we are not doing our job. For example/ an 
initial query might be:. 

I need to find out abowt Austria, 
The real query, and the om thac needs to be identified and 
then answered might be: 

In what year did Hitler's armies invade Austria? 
The identification of the real query is probably the pivotal 
step in the reference process and one in which our pro- 
fessional training is put to test. We might even suggest 
that once the real query has been identified ^ the subsequent 
steps in the reference process can, in many cases, be 
delegated to sub-professional or clerical- personnel. 

Why and under what circumstances are we likely to get 
other than the real queries? Both theoreticians and 
practicing reference librariatns have written about this 
problem. Taylor suggests that a patron with an information 
need goes through four separate and more or less distinct 
stages or phases in refining and changing his information 
need. First there is an actual but unexpressed need for 
information. It' is a vague feeling of uneasiness that one 
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should know something that one does not know. Taylor calls 
this the visceral naad. This is followed by a conscious 
description of the information need. Next, this information 
need is translated into a ji^j-mal statement, still for 
oneself. Finally, ^formation need becomes the query 

pcced to the referc, librarian, if that route is followed/ 
Taylor calls this the compromised need since it may be 
c^odified by what the patron thinks the librarian can do for 
him.''' We should point out that the patron may not wait 
until the fourth stage to come to the reference desk but 
may do so at an earlier stage. Mount, a science reference 
librarian, gives some of the reasons why the real query may 
not be stated to the reference librarian. It may be because 
the patron does not want to reveal the real query, because 
he lacks knowledge of the depth and quality of the- library 
collection, because the patron lacks confidence in the 
reference librarian's ability or because the person is ill 
at ease in posing the * query or in answering questions about 
the query. 2 There is another problem also stated b^^ Taylor, 
It is very difficult to put into words what you do not 
know. ^ 

"''R. S. Taylor. The process of askinc questions. Am. 
Doc. 13:391-96 (1962). ^ — 

2 

E. Mount. Communication barriers and the reference 
question. Spec. Lib . 57:575--78 (1966). 

"^R. S. Taylor. Question-negotiation and information 
seeking in libraries. Coll. Res. Lib . 29:178-94 (1968). 
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But getting query that is not the real query is only 
one reason for query negotiation. There are other pitfalls 
that await the anv;ary reference librarian. He may receive 
queries that are unclear or enubiguous . He may also get 
queries that are stated incompletely and/or are unanswerable. 
These are types of queries that need to be negotiated before 
they can or should be an. v/ered. We might look at the 
different types of reference queries as a spectrTim going 
from queries presented as complete, clear and unambiguous 
statements to the opposite at the other end of the spectrum. 
At one end of the spectrum, the query may be stated so 
completely that the answer is actually given. If a patron 
describes exactly what he wants he may actually describe 
the answer to his query. At the other end of the spectriim 
we have queries that cannot or should not be answered as 
asked. In this chap'^er we will deal with the difficult 
part of the reference query spectrum. 

Let us now turn to the types of queries that require 
negotiation before the librarian begins a search. Other 
types of negotiation — during the post-search negotiation — 
will be discussed later in this chapter. 

Table 1 lists clues for the identification of queries 
that are to be negotiated. These clues are phrased as 
questions that you should ask yourself about the query 
statement. If the answer to a question is "no" this is an 
indication that the query needs to be negotiated for the 
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missing, ambiguous, or incomplete element identified by 
the question or because it is either not answeraUble in the 
library or because there is insufficient time to answer the 
query as stated. Each of these clues for identifying 
queries to be negotiated will now be discussed. After you 
finish this chapter you will be given an exercise in the 
identification of queries to be negotiated. 

A. CLUES FOR THE IDENTIFICATION OF QUERIES TO £3 

NEGOTIATED 
Table 5 

Checklist for Identif *^,cation o': 
Negotiable Quer/es 

1. Is this the real query? 

2. Is the subject of the query recognized? 

3» Is the query statement unaicibi guc^s and cox^iplete? 

4. Is the amount of information wanted specified? 

5. Is the desired level of answer specified? 

6. Is the query answerable in tim"^ avail'?! ^le tc 
librarian? 

7. Is the query answerable in tne literature? 

8. If there are potential constri.ini:i> of la*^guace, 
time period/ geography, or type of publication/ 
are these constraints given? 

•* • The real query m av not > e a sked 

You can never b, ,are whether or not the real query is 
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being aske^ but when a patron asks you where copies of the 

Reader's Guide are located/ he may well V7ant help in finding 

sometiiing that he thinks is in this reference tc^i. The 

query for the location of a ^ specific title may thus be an 

indication that the real query hxis not been asked. You 

might handle this type of a query by pointing out the 

location of the requested reference tool and then asking 

whether the patron needs help in locating information in the 

tool. If the patron asks for help at this point, the real 

query can be discerned through negotiation. If he does not 

want help then the real query was strictly a location query. 

Anocher indication i:hat the query asked is not the 

real ono is the very broadly (generically ) phrased query. 

If someone asks for books on animals, that is a clue that he 

may not be telling you what he actually needs from the library. 

In this instance, you might want to point out that the 

library has more material : the subject .than he is likely 

to be interested in and that you would be inore helpful to 

him if he asked his query more specifically. It has been 

suggested by King that at this point the reference librarian 

engage the patron in a conversation (related to his 

information need) to find out more about what the patron 
4 

actually wants. 

^G. B. King. The reference interview. RQ 12 (2): 157-60 
(Winter, 1972) . 
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2 . Librarian is unfamiiliar vjith subject of query > 

You don't have to be familiar with nuclear physics to 
answer all queries about nuclear physics. You can answer 
queries about individuals, organizations, or bibliographic 
citations in the field of nuclear physics without knowing 
anything about this subject. But there are queries for 
.which you have to know something about the subject field 
before answering them. Ask your patron for this infor- 
mation in the negotiation stage. If you are dealing with 
a surrogate patron, e.g., a secretary asking a query for 
her boss ^ look up the words in a dictionary or encyclopedia. 
You will have to determine for yourself whether you need to 
familiarize yourself with the subject of a query before 
answering it. 

3. Ambiguity or incompleteness of query statement . 

There may be words in the query statement that have 

several meanings. Does the patron mean by "library** e,-. 

organized collection of books and other documents cr d vo..: 

he mean a list of available computer programs? I^. a t.er*'n 

in a given query >o:tatement has several possible meanings, 

it neeJs to be disambiguated. Sometimes combinations of 

terns are stated cimbigucusly . Does "chemical reactions 
It 

of acids and bases" niean reactions with each other or does 
it mean reactions of acids and reactions of ba.'^es? This 
type of ambiguity also has to be clarified by asking the 
patron to define words or phrases in the query statement. 
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Negotiation might be required because what is wanted 
about a subject is not clear • ' A query in which the wanted 
descriptor is either missing or stated to generally falls 
in this category. For exaanple, a query stated as want t 
know about electron microscopes" would have to be 
negotiated for a specific wanted descriptor. Do you want 
to know how they v^ork? What they look like? Who uses them 
At the initial stage of negotiation, this might best be 
phrased in an open-ended fashion. What do you want t" know 
about this subject? 

4 . Amount of information needed is not specified . 

Queries for other than factual information and 
verification of bibliographic citations may have answers 
of varying sizes ^ For example, a query for background 
information might be answered with one document or with a 
large nxunber of documents. A request for a bibliography 
on a subject may also have a wide range of number of 
citations as answers. When the approximate number of 
desircr. documents or citations is not specified by the 
patron, Lhis should be asked in the negotiation step. 

5. Level of answer is not specified . 

Queries for other than factual information and 
verification of bibliographic citations may have a fferent 
and potentially acceptable answers for patrons with 
different levels of training and/or interests. Requests 
for background information are particularly dependent on 
level of tj lining. Find out whether the answer is for a 
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specialist in the field, a specialist in another field, 
a layman with a good liberal education, or a layman with 
relatively little formal education. Be sure to be tactful 
in inquiring about the patron's background on a particular 
subject. This may be a sensitive point. 

6. The query takes more time than you can spend on it « 

Let's say that your patron wants the neuaes of cuirent 
state librarians that are women, have one child, and have 
obtained their initial library school degrees south of 
the Mason-Dixon line. This is an answerable query but one 
that is difficulL and time consuming to search. Chances 
are that you caruxot afford to spend the time required for 
answering this query. You ha^' to negotiate it to an 
alternate and answerable-within-alloted-time query. Perhap 
you can provide part of the answer, e.g., a list of state 
librarians, with the patron completing the req*^ himself. 

7 . Answer to query is not recorded in the literature - 

There are at least two types of queries that fall into 
this category: queries for confidential information and 
queries about future events. Trade secrets, e.g., the 
formula for making Coca Cola, and requests for security 
classified government information, are exaanples of queries 
for confidential information. When this fact is recognized 
the query should be newtiareu into answerable form by, 
say, asking wnetiif^r non-confidential information about the 
subject might be an acceptable alternate answer. Examples 
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of queries about future events that require negotiation are 
queries for future petroleum production or consumption 
fiyures and the name of the senator from Wisconsin ten 
years from today. The correct answer to these queries 
is that we do not know. To provide full information service 
a librarian should attempt to negotiate these queries so 
that acceptable answers to alternate queries can be obtained. 
Queries about future events might be converted from factual 
answers to speculative answers (estimates and predictions) . 
8. Language^ time period^ geography, or type of publication 
constraints need to be added to query statement . 
The subject of the query may be stated accurately and 
completely but the number of potentially relevant answers 
(documents or citations) may be too large for the patron 
to read or the reference librarian to collect. When this 
is the case, ask the patron whether the query can be 
narrowed by adding language, time period, geography, or type 
of publication constraints. Tnis type of negotiation is 
typically used for requests for background information or 
bibliographies. For exeonple, requests for citations by a 
prolific author might be made more manageable iii this way. 
Subject requests on topics for which there are too many 
references might also be negotiated by language, e.g., 
English only, time period, e.g. , during the last five years 
only, geography, only in the U. S., or type of publication, 
e.g., journal articles only. "^his will help both in 
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satisfying the patron (too much information may be equally 
unacceptable as not enough information) and may make the 
request for information answerable in the time available. 

B. DURING AND POST-SEARCH NEGOTIATION 
All of the negotiations listed previously should be 
conducted before the start of the search. It w: 
time in the long run if the right query is iden. aa: the 

beginning. Despite query negotiation before starting the 
search, the search may result in an unacceptable answer or 
in no cT.nswer. Also, there may be instances when either too 
many or not enough answers are round during the course of 
the Search. This points to the fact that negotxation may 
be necessary during the course of the search or when the 
search has been completed. 

Three cases which may require during and post-search 
negotiation occur v/hen the query is not searchable at its 
yiven specificity, when the answer is not recorded in the 
iiteratu:e, and T;hen the quer^ statement contains 
inaccuracies. It should be pointed out that while these 
types of negotiation commonly occur during a search or after 
its completion, they may also be necessary in the pre- 
search stages of some queries. 

C. NEGOTIATION TECHNIQUES 
The questions listed in Table 1 — Checklist for 
Identification of Negotiable Queries , are questions which 
you should ask yourself about the patron^ s query statement. 
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If the answar to a numbered question is "no," it is a clue 
that you have identified missing or ambiguous information 
which needs to be obtained or disambiguated. 
Obtaining needed information about the query is what query 
negotiation is all about. ^^'^^^^^ 

The numbered questions aid in identify irtcr queries 
which require negotiation, but in working with individual 
patrons you will need to rephrase the question to meet each 
particular situation. Remember that people vary in 
sensitivity to being questioned. Try to be interested, 
helpful without being nosy. In other words, be tactful. 
This is easier said than done. By developing these skills 
in a practice situation, you will be better prepared on the 
job. 

While each patron must be treated individually, the 
following general techniques have been identified which 
can help you make the patron feel at ease and aid you in 
fully negotiating the query. These points are summarized 
in Table 2 — Checklist for Evaluating Negotiation . 

Open and Closed Questions 

King has suggested that in the initial stages of 
negotiation the reference librarian use open questions to 
encourage the patron to discuss his information needs. An 
open question cannot.be answered with simply a "yes" or "no. 
Irrstead, the response is left up to the patron. Open 
qsr.estions typically begin with such words as what, when, 
how, who or where. 

9 o 
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Example ; ' \ 

Query: "I would like some infor- 

mation on hair dryers." 

Negotiation Question: "What would you like to 

know about hair dryers?" 

This open-ended question will not lead the patron, bur will 

allow him to further elaborate on his needs. A closed 

negotiation question such as "Do you want books or journal 

articles?" ^ends to prematurely restrict the patron's 

explanation of his request. The result may be that the 

librarian answers a query other than the real one. 

In the final stages of negotiation/ when you have 

learned as much as necessary about the patron's information 

need through asking open-ended questions, you can employ 

closed questions to attempt to coordinate the request with 

your library ' s organization of information. Closed questions 

will aid in determining such elements as the amount of 

information needed or the form in which the patron wants 

it. Closed questions are questions which may be answered with 

"yes" or "no," or which offer a choice between possibilities. 

Examples : 

"Would you prefer a biography?" (Yes or No); 
"Would you like to see an annotation or the 
article itself?" (Choice between possibilities), 
Listening and Summarizing 

In negotiation, the librarian should encourage the 
patron to do most of the talking and to set the direction 
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of the preliminary discussion. Penland suggests that the 

librarian listen as long as possible without interrupting 

.5 

the patron, and try not to rush the pace of the interview. 
Genuine listening involves not only concentrating on what 
is being said, but also being alert to the tone of 
conversation, expressions, gestures. It can also be helpful 
to restate what the patron tells you. Peck suggests 
summarizing or paraphrasing the patron's query as a way to 
insure mutual understanding and to help a librarian focus 
upon the exact query. ^ 

Nonverba 1 Communi cation 

In addition to being alert to the nonverbal clues 
projected by the patron, you should insure that the non- 
verbal clues you project are positive ones. You should 
attempt to communicate friendliness, alertness, and interest- 
to the patron nonverbally as well as verbally. Establishing 
eye contact helps to signal to the patron that you are 
listening to him. Nodding your head to indicate you under- 
stand what he is saying can encourage him to talk and help 
him to feel at ease. Your hands can also show your 
attention. If you stop typing but do not take your hands off 
the typewriter keys, or if you continue to shuffle through 

5 . . . . 

P. R. Penland. The interview as communication. 

Library Occurrent 24 (May, 1974) , 422-24. 

^T. P. Pack. Counseling skills applied to reference 
services. RQ 14 (Spring, 1975), 233-35. 
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the catalog cards you were working with when approached^ 
the Patron feels he does not have your complete attention 
or th^t he is keeping you from more "important" tasks. 

Exani £igs pf Negptation Questions 

fiach librarian develops an individual approach to 
qu*=»fftioning the patron in negotiation, and no one way of 
phras^j^g can be pinpointed as best for use by all librarians, 
'rhe ioilowing examples illustrates possible ways of 
-j-^ -^^-ioning a Patron to clarify a query which has bser* 
i.:ientified as negotiable through use of Table 1 . 

Is this the real query ? 

"Here is th^ publication that you requested. May I 
help you to locate any parti cula..- information in it?" 
Is^ the subject of the query recognized ? 

am not familiar with the subject of your query. 
Can you help me by telling me a bit about it?" 
Ambiguity In query statement ? 

*"There is a word in your query that may have more than 
One meaning. Could you tell me which meaning you have 
in mind?" 

Amount of information specified ? 

'*About how many publications would you like on this 
Subject?'' 

jjeyel of answer specified ? 

'*We have publications on this subject written for 
different audiences. Would you like something written 
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for a subject specialist, a layman, or perhaps someone 

with a special need?" 

Query answerable in time available ? 

"I am afraid that I cannot spend as much time on your 
query as would be required. We can do one or two 
things. I can answer your query in part for you and 
suggest how you might complete the job. Or, we can 
modify your query so that it can be answered in the 
time available." 

Questions for discussion 

1. What are clues that you are not getting the real query 
and what questions would you ask to get at the real 
query? • 

2. What types of queries cannot be answered in the 
literature? 

3. Are there queries that might be answered in the 
literature but that are better answered in some other 
way? 

4. What types of queries are likely to require more time 
to answer than reference librarians have available? 
How would you negotiate such queries? 

5. How would you negotiate a query on a subject unfamiliar 
to you? 

6. What would you do if a patron refuses to negotiate 
a query? 
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There are two exercises with this chapter. The first 
exercise lists queries that are to be negotiated as well as 
queries that can be answered without negotiation. Students 
are asked to identify queries to be negotiated and indicate 
reasons for negotiation. The second exercise is intended 
to give students practice in query negotiation. 
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TABLE .6 

CHECKLIST FOR EVALUATING NEGOTIATION 
Good Negotiation Poor Negotiation 

Librarian uses open questions in 
the initial stages of negotiation. 

Encourages patron to discuss his 
information needs. 



Sunmarizes or paraphrases the 
patron's, query to insure mutual 
understanding. 



Makes eye contact with patron. 

_Gives patron full attention. 

Remains objective about the content 
of the query.. 

Attempts to make patron feel at 
ease. 



^Follows the patron's train of 

thought. 

Shows empathy for the patron. 
Is aware of nonverbal clues. 

too 
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_Librarian interrupts patron as he 
.attempts to discuss his information 
needs. 

^Uses cbsed questions too early . 

in .the interview. 

^Doesn't give patron full attention. 

Reacts subjectively to the content of 
the query. 

Is too quick to state that the query 

cannot be answered, 

^Provides an answer to the query 

prematurely without thorough 
consideration. 

^Places patron on the defensive. 

^Exhibits uneasiness in working with 

patrons. 
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CHECEIST OF WANTEDS, MS AND MODIFIERS 



• WANTEDS (TYPES OF EXPECTED ANSWERS) 

1. Dates (specific dates) 

2. Events (involving people) 

3. Illustrations 



4. Numeric Information 

a, properties (scientifically measured) 
: b. statistics (involves counting) and other 

5. Organizations 
,6, Persons 

7. Addresses and general locations 

8. Publications 

a. citations (including bibliographies) 

b. document locations 

d. verification or completion of bibliographic 
data 

9. Terras or subjects 

a. ' abbreviations 

b. words, phrases, definitions 

c. abstracts , annotations , reconnnendatlon 
of publications 

d. general or background InforLiatlon 

10. Unspecified or other (list particular wanted) 




mm (TYPES OP ACCESS POIES) 

12. Abbreviations 

13, Dates (specific dates) 
U. Events (involving people) 
15. Illustrations 



16. Organizations (specifically named; includes 
corporate authors) 

17. Persons (specifically named; Includes authors) 

18. Places 

19. Terms or subjects (other than specific types 
already listed) 

20. Titles of publications (specifically names) 

21. Unspecified or other (list particular known) 



TYPES OF MODIFIERS 

22, Academic discipline 

'23. Amount of expected information 

2^. Foreign language 

25. Level of information 

26. Place . . 
11. Time period 

28. Type of publication 

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE 
FOLLOWING QUALIFIERS: 

a. Applicable and stated in query (list the 
particular modifier) 

b, Applicable but not stated in query (reason for 
negotiation) 



TABLE 3 

TYPES OF ANSWER-PROVIDING TOOLS 
A Atlases, Maps 

B Biographical sources 

C Card catalogs/ union lists 

D Dictionaries 
E Encyclopedias 
G Guides to the literature 

H Handbooks, manuals/ and almanacs / 

I Indexes f bibliographies, and abstracts 

M Monographs, texts 

N Non-biographical directories 

P Primary publications. This includes dissertations, 

reports, primary journals- and conference 
proceedings . ' 

y Yearbooks 
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BEK 


Ab 

EM 


BC 
I 


C 


CI 




BD 
E 


GI 


BEm 
PY 




17. 




18. Places 


M 


EH 
MY 


AE 
HM 


EH 


Al) 
EH 


H 


AE 


AD 
EH 


CI 






D 


D 


I 


AE 
HM 




18. 




19. Terms or subjects 


hi 

HM 


EH 


Al) 
EHM 


DE 

H ■ 


Sli 
NY 


N 


BE 
Y 


E 


CG 
I 


c 


CI 




DE 

H 


GI 


EH 

m" 
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20. Titles 










I'n 

P 








CG 
I 


c 


CI 

,p 


r 




CIn 
P 


EG 
IP 




20. 




21. Unspecified 


































21. 






L 


2. 


3. 


4a, 


4b, 


5, 


6. 


7. 


8a. 


8b« 


8d,, 


9d. 


Sb. 


9c. 


9i 


10. 
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: Exercises ior/Bodules'ir'and III. vV-' , 
Message selection and selection of types of answer providl^^ > ■ V 

For the attached 40 queries perform the following 4 exercises: 

Exercise II, Selection of what is wanted and what is known (given) in query statement. 

Exercise Selection of wanted descriptor and known descriptor for each query statement using the list 
of wanted and known descriptors given in text. 

Exercise 13. Selection of modifiers for each of the 40 queries using the list of modifiers given in text. 

Exercise Ik. Selection of answer providing tools for each of the 40 queries using the matrix in text. 
Worked out examples for exercises: 
Exercise fl, Example: 

What is toown What is wanted 

A. Who invented the steam engine? steam engine who invented ' \ 

(inventor) 

Exercise 12. Example: ' 

What is known What is wanted K W 

B. When was the American 

Library Association Founded? Amer. Library Assoc . When founded 16__ „ 



Exercisers. Example: 



What Is known What is wanted K W M 



C, What Is the full name of the . 
KGB? It operates in the 

U.S.S.R. : . AKfiB ■■■ ' "full -name.: 12 5 . .26 



Exercise Example: 



What is known What is wanted K W M Types of tools 



D. What country produced the 
largest amount of nickel 
in 1972? It is 3 South 

American country. lari^est amt. of What country 19 7_ 26 27 E:"." 



nickel 
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List of 40 query statements and ,r,anstf«t Bheet for Modules U and III exercises 



_Query Statements Answers 

What is horn What is wanted K W M Types of answer- 

providing tools 

1. What is the address of 
the American Chemical 

Society? , ________ 



2. I need the author of 
a recent article called 
"Peat Moss, a Natural 
Absorbent for Oil Spills," 



3, What would be a good index 
to check in marine biology? 



4. Where can I find a simple 
explanation on the use of 
a slide rule? 



5, When was television 
invented? 



6. Do you have any recent 
journal articles on 
solar energy for a paper 
that I have to write in a 
high school class? 



7, Where can I find a picture 
of Joseph Sabine, the 
discoverer of the polio 
■ . vaccine? 

in 

; 8. What is the circulation 
of the Journal, Scientific 
American? 



<S Who Is the current president 
the American Psycho- 
logical Association? 



10. Where are the headquarters 
of the Anerlcan Psycho- 
logical Association? 

■11. Do you have any maps of 
: New York City dating 
about 1880? 

12. What is a coluga, believed 
to be a lansDal? 

13. I need some citations to 
write a short paper on 
Otto Hahn, a recent 
German physicist. 

U. What was the cost per 
ounce of gold in London 
in 1972? 

15. What is the area of 

Lake Minnesota in Wisconsin? 

16. I would like to know 

the boiling point of ethyl 
alcohol. 

17. What is the connnon name 
for naja naja? It is a 
snake. 

18. How many hand guns were 
manufactured In the U.S. 
in 1973? 

19. What is a good text on the 
study of molds and atush- 
rooms? I am 3 housewife 
without a science back- 
ground. 



] ER1C 
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20. How many tons of bltunilnous 
coal were lined in Kentucky 

V in 1971? 

21. Where can I find a bio- 
graphic sketch on Isaac 
Azimov, a popular American 
science writer? He's still 
living. 

22. What does MANIAC stand for? 

23. What is the acronym for 
Gross National Product? 



24. Supply a picture of the Empire 
State Building. 

25. What holiday is celebrated 
in France on July 14? 

26. I would like a map of 
Austria published in 1919. 

27. Where can I find symbols used 
In astronomy? 



28. What Is the price of the 
paperback edition of 
Fear of Flying? 



[ 29. What organizations did Robert 
Lunz belong to? He was a 
: marine biologist from South 
\\\ Carolina and he died about 
five years ago. 

30. Where can I get a copy of the 
August, 1958 issue of the 
^ j^^- orrey Botanical Review? 



31. Where caa I find a sujmary of 
the book North With the Spring ? 



32. What is the Paris hotoe address 
of Christian Dior? 



33. Who won the Nobel Prize in 
Psychology in 1974? 



34. Where can I find a select 
bibliography on the 
writings of Jack London? 
This is to be used for an 
undergraduate term paper. 

35. How much should a six month 
old Holstein cow weigh? 

36. When was Jean Renior, the 
French painter, born? 



37. What is another name for 
the circle of confusion? 
. It deals with mathematics. 



38. How many four-year colleges 
are there in Maryland? 

39. I need to find a specific 
article on patina formation 
of copper alloys, I think 
it came out in 1973. 



40. In what city is the Folger 
Library? 



IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES 

EXERCISE #1 

Reason for assignment : In any given query you should be able to describe the 
tool which will answer that query (l,e, assign a type of tool to that query). 
The next step Is to select a particular title. This can be done by browsing In 
the collection and by the use of lead-In tools: the card catalog, guides to the 
literature, and bibliographies of types of tools. This exercise Is designed 
to give you practice In using lead-in tools. 

Instructions : For each of the queries furnished you will be given a description 
of the type of answer providing tool needed. You will need to determine which lead* 
tool (listed below) you will use to find the answer providing title. You will then 
need to go to that lead-In tooly decide on the subject heading, find an answer 
providing title, and note the page of the lead-in tool on which It appears. For 
the tools used, furnish just the author and title. (Do not attempt to answer the 
queries since some of them are unanswerable.) 

Example 

Query: What Is the scientific name of the Swan River daisy of Australia? ' 
Type of tool: Dictionary. Subject: Botany; Place: Australia. 
Lead-in tool: Walford, A.J. Guide to Reference Materials . 
Subject heading: Botany. 

Anewei^ providing tool: Burbldge, F, Dlctloaary of Australian Plant Names < 
Page: 215 

LEAD-IN TOOLS 

1. Card catalog (the main catalog on the first floor of Strozler Library). 

2. Klein, Bemait:^. Guide to American Scientific and Technical Directories . Rye, N. 
B. Klein, 1972. (Scl Z7914 M3 K53) . At Scl/Tech reference desk. 

3. McGraw*?'Hlll Basic Bibliography of Science and Tehhnology . N.Y.: McGraw-Hill, 
1966. (MC R 016.5 M) . 

4. Slocum, Robert B. Biographical Dictionaries and Related Works . 1st supp. 
Detroit: Gale, 1972. (MC R 616.92 S6345 Supp. 1972). 

5. Standard Periodical Directory . N.Y.: Oxbridge, 1970. 3d ed. (MC R 016.05 S) • 
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IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES 

6. UNESCO. Bibliography of Interlingual Scientific and Technical Dictionaries. 
Paris: UNESCO, 1953. (Sci Z7405 05 u45). 

Walford, A.J. Guide to Reference Materials. 3rd ed. vol. 1, Science and 
Technology. London: Library Association, 1973. (MC R 016 W17% 1973) . 

8. Wasserman, Paul. Statistics Sources. 4th ed. Detroit: Gale. 1974. 
(MC R 016.31 S797 1974). 

9. Winchell, Constance M. Guide to Reference Books. 8th ed. Chicago: ALA, 1 
(MC reserve). Disregard supplements.. 



ERIC 
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IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES 



QUERIES 



1, 

2. 
3. 

4. 

5. 
6. 
7. 
8. 

9. 
10. 

11. 
12. 



Where can I find some abstracts of articles on using plants of the 

Aristolochia family in gardening? 

Type of tool; Abstract; Subject: gardening. 

What was the butter production in Sweden in 1970? 

Type of tool: Handbook; Place: Sweden; Subject: agriculture. 

Where can I find a lengthy review of the potential barrier? . 

Type of tool: probably text or monograph; Subject: nuclear physics; 

Amount of information: lengthy. 

Where can I find a current list of the accredited colleges of pharmacy 

in the U.S. (i.e. those accredited by the American Council on Pharmaceutical 

Education)? 

Type of tool: Directory; Place: U.S.; Time: Current; Subject; pharmaceutical 
education. 

Does Strozier Library have a book showing tables used in chromatographic 
analysis? 

Type of tool: Handbook; Subject: chromatographic analysis. 

What does this Latvian term mean? It deals with birds and I could not find 

it in a general Latvian-English dictionary. 

Type of tool: Dictionary*; Subject: birds; Place: Latvia,. 

Where can I find a good long review of hydrophones? 

Type of tool; probably text or monograph; Subject; acoustics; Amount of 
information: lengthy. 

Where can I find a mid-nineteenth century (in the time of Dickens) English m 
recipe for plum pudding? 

Type of tool: Handbook; Subject: cookery; Time: mid 19th century; Place: 
England. 

Where can I find a list of Dutch bee-keeping terms? 

Type of tool: Dictionary; Place: Netherlands; Subject: agriculture (bees) 

Where can I find the address of K.N. Sokola, a contemporary astronomer? 
I do not know his nationality. 

Type of tool: Directory; Time: contemporary; Subject: astronomy. 

Where can I find some current news of developments in Hawaiian shipping? 
Type of tool; Serial; Subject ; shipping; Place : ^Hawaii. 

What were the leading counties in the U.S. for the mining of fluorspar in 1970? 
Type of tool: Handbook; Place: U.S.; Subject: mining; Time: 1970, 





IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES 



13. Where can I find some brief information about the 0,S. Rigg firm? It is a 
very small firm engaged in die casting in the U,S. 

Type of tool: Directory; Subject: mechanical engineering ; (die casting); 
Amount of information: brief; Place: U.S. 

14. Where can I find a brief biography of Pablo Hervas, a contemporary Bolivian 
geologist? It can be either in Spanish or English. 

Type of tool: Biographical source; Place: South America; Time: contemporary; 
Subject: geology. 

15. Where can I find a bibliography of airport engineering of the 1950 *s in France? 
Type of tool: Bibliography; Subject: airport engineering; Place: France; 
Time: 1950*s. 
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MODULE V: SELECTION OF SEARCH HEADINGS 



Query: I need some material on techniques of coping with emotionally 
disturbed children in confrontation situations. 

Circle the appropriate subject headings ^in this list. Assume 
the search is to be .as '-complefee as possible and all relevant 
documents are to be retrieved. * 



Emotional development 

Research 
Emo t ional problems 
Emotional stability 
Emotionally disturbed 

Behavior 

Care and treatment 

Diagnosis 

Education 

Health and hygiene 

Rehabilitation 

Schools and institutions 
Emotionally disturbed. Parents of the 
Emotionally disturbed. Teachers of the 

Duties 

Personality 

Rating 

Emotionally disturbed children 
Adjustment 
Behavior 

Care and treatment 
Case studies 
Diagnosis 
Education 
Emotions 

Emotions and learning 
Empathy 



SELECTION 07 SEARCH HEADINGS 

for monographs on the evaluation of faculty members 
Ixx Institutions of higher education . 

^^^^^ apP^P^fiate subject headings in tills list. Assume the 
1q ^ ^ complete as possible and all relevant documents 
^re to be ^.^^.jrieved. 



Collet litudents 
5€f Students 

Col|£fce teachers 

Universities and collcpea-p aculty 
Women as coIleKC teachers 
Faculty (Education) 
Instructors . 
Professors * 
Universities and collef^es— 

Teachers 
University teachers 
Teachers 

Universities and colleges -Faculty 
—Leaves of absence 

Sabbatical leave 
— Lctra) status, laws, etc. (Direct) 
-Salaries/ pensions, etc. (LB2SSi) 
-Taxation (Direct) 
--TcxwxTC (Direct) 
-Workload (LBs,i:fl, 
. Faculty work load 
College teachers. Part-time 

Part-time college teachers 
Teachers, Part-time 
College tcachenit Rating of 
Co!lege teachera, Tk-aining of (indirect) 

• Teachers, Training of 
Conege teaching (LS2SSL} 
University teaching 
: Teaching 
—Vocational guidance 

See College teaching as a 
profession 
College (caching as a profession 

College teaching- Vocational 

guidance 
University teaching as a 

profession 
Teaching as a profes^icn 
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5 module v: selection of search 
headings 

Query: Do you have any material on 
terminating emplojnnent? 

•Circle the appropriate subject headings 
In this list. Assume the search is to 
be as complete as possible and all 
relevant documents are to be retrieved. 



Employees, Dismissai of (Direct) 
(HD781d) 
. Employees, Reinstatement of 

Employees, Suspension of 

Lnyoflf systems 

Teachers— Tenure 

Temporary employment 

Wntres- Dismissal waKe 

Dismissal of employees 

Notice of dismissal 

Labor and laboring classes 

Labor contract 

Labor laws and legislation 

Master and Servant 

Personnel mana*gement 

Temporary employment ' 

Wa^es— Dismissal wage 
-Anecdotes, facetiae, satire, et(f. 
Employees, Identification of 

See Labor passports 
Employees, Probationary (Direct) 

Probationary employees 

Labor and laboring classes 

Labor contract 
Employees, Rating of (TSOJi) 

Ability— Testing 

Executives, Rating of 

Performance' standards 

Supervisors, Ratin^r of 

Tonchers, Rating of 
. KfTiciency rating 

Ferfurmance ratvx)fc (of employees) 

Rating of employees 

Service rating 

Ability -Testing ' 

Labor and laboring classes 

Personnel management 

Teachers, Rating of 
—Terminology 
Employees, Recruiting of • 

See Recruiting of employees 
Employees, Reinstatement of (Direct) 

Reinstatement of employees 

Employees, Dismissal of 

Labor contract 

Personnel management 

Employees, Relocation of (Direct) 

K«r» ar« *nt«rtd worka on the tranafer of 
employr«B by their companiea to another 
rt^raphlcal location. Worka on the 
transfer of employees from one department 
or position to another within the aame 
company, within the same jrcotrraphical 
k>cation are entered under Employees, 
Transfer of. 

Employees, Transfer of 



Labor mobility 
Personnel management 
Noteunaer Employees, Transfer of 
Employees, Reporting to 
: Bulletin boards 
Employees' magazines, handbooks, 

etc. * 
Reporting to employees 
Communication in management 
Industrial relations 
Personnel management 
Employees, Resignation of (Direct) 
Quits 

Resignation of eniployees 
* Labor contrast 
Labor mobility 
Labor turnover 
Employees, Supervision of 

See Supervision of employees 
Employees, Suspension ot (Direct) 
; Suspension of employees 
Employees, Dismissal of 
Labor contract 
Labor laws and legislation 
Master and servant 
Personnel management 
Employees, Training of (HF55A9^.T7; 
T58) 

Works on employee trainin;; in speelAe 
industries, etc. have duplicate entry under 
the name of the industry, etc 

Apprentices 

Employee induction 

Employee training directors 

Executives, Training of 

Industrial tours 

Interns (Civil service) 

Learners, Industrial 

Moving-pictures in industry 

Technical education 

Training manuals 

In-service training 

Training of employees 

Training within industzy - 

Vestibule schools 

Apprentices 

Personnel management 

Technical education 

Vocational education 
- Law and legislation (Direct) 
Employees, Transfer of (Direct) 

Here are entered works on the transfer of 
employees' from one depnrtment or position 
to nnuther within the same company* within 
the same K^oirraphical location. Works 
dealt nir with the transfer of employees by 
their companies to another frcoKraphic^ 
location are entered under Employees, 
Relocation of. 

Employees, Relocation of 
Transfer of employees 
Employees, Relocation of 
Personnel management 
Note under Employees, Relocation of 
Emp'oyees* buildings and fae&litieB 
(NA6598) 
Restaurants, lunch rooms, etc. 
Buildings, Employees' 
Community centers for employees 
Employees' service buildings 
Personnel buildings 
Service buildings. Employees' 
Welfare buildings in industry 
Factories 

Industrial buildings 
Office buildings 
Welfare work in industry 



Sec Copyright, Employees^^S*^; 
Employees' handbooks *. 
Sec Employees' magazines/hft] 
'. etc^ ■ ■■ ■. ■■_ ; ■^?':^"-f 
Employees' inventions :' /\^:^'-_.;-r): 
See Inventions, Employees^v^r ^ 
Employees* magazines, hsndbobki 
■; (Direct) 

Here are entered worin deeoted ca 
mainly to employeet* affairs am 

Works treatinr of the Ustoni 
preparation, value, etc. of; 
publicationa publbliied by>- 
buainesa concefhi. til j 4 
information promotliur tKalir M 
succesa are entered under tl 
' House orjcans. 

Company magazines • 

Company publications ; 

Employees' handbooks, , ; 

Employees' manuals < : :r, 

Factory press 

House organs. Interior ; ' ; 

Shop papers 

Employees, Reporting to : 
Industrial relations 
Journalism, Technical 
Labor and laboring classes- 

Periodicals 
Personnel management V r 
Note under House orgBxiu 
Employees' manuals 

See Employees' magazines, hsn 
■ ■ ■ etc. 

Employees* representation in man 
(Direct) (HDS6S0^6S9} 
Collective bargaining . ,1; 
.Company unions ' - 
Employee ownership 
Shop stewards 
Works councils- 
Code termination (Industria 
;■ relations) ^^^^/^'lU:! J- 
Labor representatfbh ih^^ 

of industry 
Management, Employees';. 

represisntation in 
Collective bargaining : 
Industrial relations 
Industry ; 
Labor and laboring classes 
Example iinc/«r Industria] relat 
Employees' service buildings 

See Employees' buildings and fi 
Employees' vacations 

Vacations, Employes 
Employer-employee relations .v 

See. Industrial relations 
Employer identification ntambers 
(Direct) 
Tax administration and pro 
Employers* associations ( Indirect 
(HD6S50'69W 
' Gilds 
Trade and professional 

associations - 
Associations, Employers' 
- Gilds : 
Societies 

Trade and professional 
associations 

Employers* liability (Direct) (H 
7816) 

' Factories -Safety appliance 
Factory inspection 
Independent contractors 
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MODULE V: SELECTION OF SEARCH HEADINGS 

Query: Can you help me locate articles on miscarriages? 

Circle the appropriate subject headings In this list. Assume that all 
relevant documents are to he retrieved and the search Is to be as 
cos^lete as possible. 



ABORTION (G6) 
ABORTION. CRIMINAL (I) 
ABORTION. HABITUAL (C6) 
ABORTION. INDUCED (El) 

AMSnON, DnrsniOCS Me BRucnxosts. 
BOVINK (01. Cl») 

ABORTION. LEGAL (PA) 

X* POI'ULA-nON CONTROL (t) 

ABORTION, MISSED (C6) 
ABORTION. SEPTIC (CI. C6) 
ABORTION. THERAPEUTIC (E4) 
ABORTION, THREATENED (C6) 
C<)NTKACKI»TI(JN (E2) 

•rr ali'» relate 

Mt FAMILY PLANNING (HI) 

CONTKACKITIVK AGENTS (DI3) 
CONTKACKPTIVE DEVICES (E2) 

CONTKACf:rTIVE DEVICES. INTRAUTERINE •«« 

I.NTUAUTKRINE DEVICES (£2) 

COM KACKPTIVEvS, ORAL (D8, D13) 

CONTRACEPTIVES. POSTCOITAL 
(1)8. 1)13) 

.\ POSTCOITAL CONTRACEPTIVES (DSJOU) 
XU MORNING AFTER PILL (D8J)I3) 

FAMILY PLANNING (N2) 

■•• also rtUtod 
CONTKACEPTION CU) 

X PLANNED PARENTHOOD (N2) 

XU BIRTH CONTROL (N2) 

XR CONTRACCPTION (E2) 

XR POPULATION ^CONTROL (L Nl) 



pkk<;nancy (gi) 

PRENATAL CARE CK2. N2) 
PSEUDOPREONANCV COD 

PREGNANCY. ABDOMINAL (C6) 
PREGNANCY, ANIMAL (GI) 

ANIMALS, NEWBORN CB31 

PRE(;NANCY COMPUCATIONS (C6) 

■or ilio rrlal«<t 
PREONANCr, rROLONOEO 101> . ^ 

NK OBSTETRICS (Ct) 

PREGNANCY COMPLICATIONS. 
CARDIOVASCULAR (C6. (C8) 

PRK(;NANCV COMPUCATIONS, 
HEMATOLOGIC (C6, C9> 

PRECNANCY COMPUCATIONS. 
• INFECTIOUS (CI, C6) 

PREGNANCY, ECTOPIC (C6) 

PREGNANCY IN DIABETES 
(CG. C7, CIS) 

PREGNANCY, MULTIPLE (GI) 

PREGNANCY. PROLONGED (GI) 

\R PKKGNANCY COMPUCATIONS (CS) 

PREGNANCY TESTS (El) 

PREGNANCY TESTS. IMMUNOLOGIC 
(El) 

XR IMMUNOLOGIC TECHNICS (E5) 

PREGNANCY TOXEMIAS (C6) 

XU V^RE-tCLAMPSIA (Ct) 
XR TOXEMIA (CI) 

PREGNAj^iCY, TUBAL (C6) 



LEGEND: . 
x"see 

xu"See under 
xr**see also related 
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lfi5DULE V: SELECTION OF SEARCH HEADINGS 



Query: I would like to see some recent articles on "the pill." 

■ ■ : ■ : , , .V;',,:,: ■■.■^ ^ 

Circle the appropriate subject headings in this list.' Assume that all 
. relevant documents are to be retrieved and the searph is to be as 
complete as possible. 



ABORTION (G6) 
M^ORTION. CRIMINAL (I) 

ABORTION. HABITUAL (C6) 

ABORTION. INDUCED (E4) 

ABOKTION, Diracnom aee BRUCKLL06IS, 
BOVIMC <C1, CM) 

ABORTION, LEGAL (E4) 

XR POPULATION CONTROL (I) 

ABORTION. MISSED (06) 
ABORTION, SEPTIC (CI. C6) 
ABORTION. THERAPEUTIC (E4) 
ABORTION, THREATENED (C6) 
COM UACKPTION (E2) 

\U f AMILY PLANNING (N2) 

CO.S I RACKITIVK AGENTS (D13) 
CONTKACEPTIVE DEVICES (E2) 
covTH tcurrivK dkviceb. intravtbbinb m 

IN I It \UrKRINK DEVICES (E2) 

rO.NTKACKPTIVES. ORAL (D8, D13) 

CO.NTKACEPTIVES. POSTCOITAL 
(IW, 1)13) 

\ rO.STCOlTAL CONTRACEPTIVES (D0JD19) 
\U MOIINING ATTER PILL (D84>IS) 

FAMILY PLANNING (N2) 

seo aUo related 
CONTRACErnON (ES) 

X PLANNED PARENTHOOD (NS) 

XU BIRTH CONTROL (N3) 

XR CONTRACEPTION (E3) 

XR POPULATION CONTROL (I. Nl) 



PRKGNANCY (Gl) 

•vc aUn rclxtcd 
PRENATAL CARE (E2, N2> 

PSEUDOPREONANCV (Ql) 

PREGNANCY. ABDOMINAL (C6) 
PREGNANCY. ANIMAL (Gl) 

icc alio related 

ANIMALS. )»«EWBOIIN <BS) 

PREGNANCY COMPUCATIONS (C6) 

ai-i' related 
rREQNANCY, PROLONOEO <G1> 

\K OBSTKTRICS (C3) 

PRKG NANCY COMPUCATIONS, 
CARDIOVASCULAR (C6. C8) 

I»RK(;NANCY COMPUCATIONS, 
HKMATOLOGIC (C6, C9) 

PRE(;NANCY COMPUCATIONS, 
INFECTIOUS (Cl. CS) 

PRFXINANCY. ECTOPIC (C6) 

PRKGNANCY IN DIABETES 
(C6, C7, CIS) 

PREGNANCY, MULTIPLE (GI) 

PREGNANCY. PROLONGED (Gl) 

XK PREGNANCY COMPLICATIONS (C8) 

PREGNANCY TESTS (El) 
PREGNANCY TESTS. IMMUNOLOGIC 

,(EI) ;., ^. 

XR IMMUNOLOGIC TECHNICS (ES) 

PREGNANCY TOXEMIAS (C6) 

XU PRE-ECLAMPSIA (C«) 
XRTOXEBUA (CI) / 

PREGNANCY, TUBAL (C6) 
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LEGEND: 
x"see 

xuBsee under 
xr-see also related 



MODULE V: SELECTION OF SEARCH HEADINGS 



Query: What material is available on the Gullah dialect? It Is spoken by 
the Isolated Afro-American people living in the Sea Islands and 
tidewater areas of South Carolina and Georgia* 

Circle the appropriate subject headings in this list. Assume that all 
relevant documents are to be retrieved and the search is. to be as 
complete as possible o 



tOOOUNGUtSTICS 290 

BiKngimlism . 

tanguoge Ptonning 

Multiiingualism 

Lifiguisttcs 

Dialect Studies 

Diglossia 

Idioms 

Language Role 
Language Standardization 
Linguistic Theory 
. Mutual tntelligibi% 
Native Speakers 
Nonstandard Dialects 
Offidai Languages 
Psycholinguistics 
R^ional Dialects ~ 
Social Dialects 
Sodocultural Patterns 
So ci oeconomic Status 
Sodotogy 

Standard Spoken Usage 
TENL 

SOCIOLOGICAL NOVELS 260 
Novels 
Ffctkw 
Literature 
Prose 

Social Values 

SOdOLOGY 490 

; Educatkmal Sociology 
Human Dignity 
Behavioral Sciences 
Sodal Sciences 
Area Studies 
Authoritarianism 
Behavk)r 

Cross Cultural Studies 
£thnok>gy 
Sodal Factors 
Social Psychology 
Social Reinforcement 
Sock)cultural Patterns 
Socidinguistics 

SOCIOMETRIC TECHNIQUES 190 
Measurenrient Technkiues 
Behavk)r 
Group Dynamics 
Gro^p Relations 
Group Status 
Group Structure 
Interpersonal Retatkmship 
PersonaTrty Assessnr>ent 
Personality Studies 
Sododrama 



SOaOPSYCHOLOGiCAL SERVICES 490 
Human Services 
Psychotogical Needs 
Social Devetopment 
Social PsycholO]^ 
Social Services 

Soft Cover Books 

USE PAPERBACK BOOKS 

SOIL CONSERVATION 460 '.l^.-.-^.^ 
Agriculture 

Conservatkx) Education J 
Depleted Resources ! 
Environmental Educatkxi 
Forestry . ^ 
Land Use 
Natural Resources 
Soil Science 

SOIL SCIENCE 400 
Earth Science 
Agriculture 
Agnwtomy 
Biology . 
Chemistry 
Fertilizers 
Geotogy 
Land Use 
Plant Science 
Seismology 
Soil Conservation 



Solar Energy 

-USE SOLAR RADIATION 

Solar Heating 

USE SOLAR RADIATION 

SOLAR RADIATION 400 

Solar Energy 

Solar Heating 

Solar Radiatk)^ Energy 

Radiation 

aimate Control 

Dimatic Factors 

Controlled En^ironnnent 

Daylight 

Environmental Influences 

Heat 

Lasers 

Light 

Ughting 

Temperature 

Thermal Environment . 

Solar Radiation Energy 
USE SOLAR RADIATION 

Solicitors 
USE LAWYERS 

SOUD GEOMETRY 340 
Geometry \ 
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MODULE VI; ANSWER SELECTION 
Query: What do the letters "LIS" stand for? 
Ana^r 



Select the complete correct answer from the list belov# 



ACRONYMS AND INITIALISMS DICTIONARY 



UF... LoM NIUnMp 

Vn.. Ui » M a t !wpfww<nl to FocIllW fMlUn ^ Mi«riiia^wyi|fW 

CMUrwi (A piot^ct «r NEA) 

Ufl US«4fldbc«4 FkMfmne* Imlnlefl 

UFC UovM fbr tnfmilofid Food EdMolloii 

UF€ .. . . Lm kTNwM FlliM NulfMwni 

lira UnriMd FwmMomI &ollih Lllwvcy 

UFtSTA Ufthoa» SMion (Co«» Ovot^ 

UFMOr Umly Fm^iMney-ModuloM Mm 

IIFO .Xort ln» FInt Ou* (tnvofHovfai Ion puvchoMd "n!.!^ (Accouitlng) 

IIFFI LIgua |n»«nw>loAol« 4* FwnmM pour to fate •» l« Lftorto (Womon'i 

■ iMxwot^owol Uoguo far Fooeo and Froodoxi) 
UFSUM. ..... AUUft Sumry Uport (Atr Foroo) 

un . UWk fotollocHfol Fundkni TMtar 

Urr. U«lcolly IntoyoMd FOftTlAN Tfontl^ (UNIVAQ 

llO . UlcMo lAlwitarf9goHKu«ta (Ugh* Infonfry ho^tmr) (G«rm mllllvy • 

Wtrld War n) 

ItHK U« IncoM Houitno Dovolornont C«*pa(^le» COTotlno) 

UHG Liffuo linomoitoiioio ^ Hodkoy «jr Oloeo (M«mo»Iono1 |eo Hodwy 

FodwoHon) 

111 ........ . VAiVm tod{do " 

UIO Ugltitci iHMi IdwiHflmlen OvMi (Mlltlory) 

UK UldiH InfwtorfoMomo (U^ tnl^ imFF*/ vOmtH (Oomwn 

mllltwy * W^d War II) 

Ul Uo^lii-Ufh«-Sy«hMi (Airport imor ItflMfitf " 

111. ....... . Lll)r.Tw1tp Cup Ctfparotlofi (NYSC tyoiWO (OaH^ 

Ul Long lilond UgMIno Co. (KIYSC tyoitel) 

UL. Uoa» imorwoHoiiel ta > oiol u r | 

LtU. ... U«M iMofnotWt do to LMHo AmcIowio (litmHonol Lo«rM of 

AMifiwtoi BooMM 

UlCa . . loAf hM UgMIflf CoMpony 

tUOC Li^ LyM O^Hool Cvfololfon 

LIM Uhowlyy twHMo of Momli^idhli^ 

UM Unbifrod Mtuto «r Motilo (USSQ 

UM Ltailt . , „ . . . 

LIM ... . Uoo9 IndbclloR Motor (MoroHc i^-MMrfr 

LIM Lm(i^ iHwwilory MonoQor (Amy) 

UM« U^ Motai »«odir (Kooolor) 

UMOAT ••...U«dHn9 Dolo 

LIMDIS ...... LWiod OtHrlbulloA ^Mtlllory loourtty cloliincotton) 

UMOU ...... Uorfiod Duty (Novy) 

UMIA ...... Lmt Iron Contvtl M a ^ u o H i u ii ul ow rf no 

UMiKIS USn.|iidw«od ModuloMon of liAofod In Sinaefi 

UML Uwllod^oi^ Ic Ki >*m&mm UMftood (l w i^>»'1«) 

UMF LMwwUcfMrW W wplwtoto iy Menlloif«« F<if(M«> (Aonp^m) 

UMV . . Uio iMMWtto Midkol RoMordi Ftftd 

LIMS U«4<MoHon Sotuor (Syttotn) 

LJN , Lino Ifio* NuMfaor (Amy) 

UN LMd Ntfragm 

UNAC. . . . . . Uwor (OoetioM) Acoolo<«*or 

UNC LofcgQMy l imr y owt C onymw (Ma « w t nt)^) 

UNC ....... toomtiv MlMo of North Cvelliio 

UNCOS UogiM CovrfM (MWcM Iv^uofii o«»rirtVi| ilinok 

of ^rarytfj. lonj^fco wtd fro^itnoloi) 
UNCOTT .... LMmr* IntorlKO, Cou^Inf • T e d wolfl^ y Tmm^ 

UNCS URfMva l<«lo««»*ioi« NofMcrti atd Cloorln^iouaa Syrtom 

\X\9t Unoor Foo» 

UN) Lti^i««otiM InortM NovffoMon SyrtoNi 

UNS LOMN MmM SyMoM 

UO Monol CmpomMou (WSC lyvM) ' 

UOeO ...... USCi l<i-P^ CAilocIo Dolo«H«i Dovloo 

UC:: . Ui«4mo Hy^do 

L9. LotoAt InFonootton Foromolar 

Ur. Ute lixrowro FoRcy 

Ur. ....... . LoooC Ultlotlvoi FiOfrooi (CoMdk) 

LIT. ....... . tMwr hfoot Fidbo 

UK UNot li wfa rti l oi PHvMy Syrtoni 

LIQ muM 

lA Uhorolory far liwIorfoM Rtoovdi (Mtl) 

Ut IMHof Mor«ol RoCoUllly 

tit... Ui^ i Hido Iwdipiia w t Hooat 

Ut Lort lio« Aapl^ooRiMl 

Utt Leiif liM ftod Rood 

Ul UK InrtTOoHoii St oo d ofar 

US Uai mooitnoior 5)ifa>i 

US LAStt liiHrfro— iw 

US ........ U^lopui Sf9«l 

US I o H k ih I— ly i u i ^ aw Sar» lm 1 O Q 

USA ...... (AtCtivirvsfHiAiMUy X Zl O 



USA Ltbnry and Iflfanootloii Idono* Alartrocti 

USA Utirvy Sytfont Anolyoli 

UU* .Ufa liMffonoo SKki«y of A w o i fat 

USA ....... UfMor SyofaMi Amlycb 

USN ... Uno tii»iAwoa S<obllhoWoa Nofwwic . 

USF Urt fMcoMor (Dota proctirii^ 

USST Ulmy «wl Ififarwctlon ScKolorAlp Todoy (A>UlooKoii) 

UST Ltlnry ond lofafiooHofi SetoAoo Today (Pubneollon) 

USTS , Ubvy bifannarton SyotoM T1aM.«aring 

UT Lowronoo IraHM* of Tochnefagy (Mldhigvi) 

LIT LIghi lnioffact TocKnofaiy (Slf^l ^a»««I«d<M) • 

UT Ught kilraltiootor Tfw^ (Air foiw? 

LIT .Light Ion Trough 

UT. ..UlfaAindMifai, lfia.(NVSCqf«M . ^ 

UT. U«atk)iVldaiitmea»loii TrwwotHor (NASA) 

UT Lwr lay idwoa Tronawlafan 

Ul ft IvcMor of lolfort (or Ufarotw«) 

Ul D . . . . ; Dodor of Lorton (or LHoMlwa) 

un Logol InfamortM TWovgh Elociionfai (Air IWoo) 

UTFUNO Fund far «a Rollof of tuntai Wfais ond SolonHtfi In Edk 

UT-UT CoooHltlao on MM Utooicy and CfaWtan Ufaiw M o 

LI»M Mortor of Lhondvpo ; . : 

UTK... . Low Infonflly Toirt RMKfar (ORNL) 

Utt ft..' ftocholor of lirtu (or Utoiolor j ) 

Lttt D ...... . Doctor of Hwm Loltort (or HwownltM) Oocfar of lotMrt (or Llloroturo) 

Ltl* L ....... UconHoio tn UHort i 

Utt M McMtar of LotfWt 

« UTVC UquM IniocHon Thfvrt Vodor Control 

UU ....... . L«ng Isfand tMhMTry 

UU •.•.•*'. a Wtodf WIm ond Matol Loiftoii IfdoM^rfoMi Unfan 

UUNA Uhofon* InNmaHonof iMon of Nortd Aioartoo (AFI^IO) 

UV ........ Logltlotlvt' ladwiily ^oohtfary 

UV Lunar vd lmoipWiolvy yohlcto 

UVC ....... Low Input Afaltavt ConUrtar V 

UVOt.. Low iHfut Voll^ Convcrtfan aid lorMoii 

UVt ....... lov Vfll^ RoguloKoM ' 

UW Uai m Wrtgh* : ^ 

UWI... Lfvoim WoMr fcifar ' 

U..' LouTon Miro (Cunont Yoor) (Oorowty) 

U ......... Ubby, McNoDI 4 Ubby (NYSE iyodboO 

. U . Lftfoy Jo u wio l ( F iw fiiilu h u t p o it o<ool) 

U ..Ufa Joefcrt ^ 

U.. Lino Judbv (FoalMO 

U... Uttlo Joo (Spooocroft) (I4ASA) 

U Ltftio Jofai (RocM (MIMlory) - . 

U UH Jurtfeo 

UA Lor4 Jurtkt of Appool 

UC . . . . LoMor JiMltf Colfagt (Colorodb) 

UC Lorode Junfar Colfago (T«mm) . 

UC LootU jMdor Colfavo (MoMchuottt*) 

UfC . . . . Uoi Junfar Colltga (KMilvelcy) 

UC Lortlto Jonfa^ Collapa (Kontwlcy) 

UO Doctor of LoHon of JewnoVM 

Utm . . .... Lordso Joflfco bmto WorlMi* IMfan (Coylon Notfanol btoio l^iliow' 

- UMoi^'. 

UJ LordiiurttcM 

UL Uttlo John Loloichor (Mlalfa) 

ULV Ultfa J«o louMli Vokldc (MMU) 

UF U^ Junction Mmrtol 

LW Lo«l Mn* Kunnor 

LJI ....... . Uttfa John tocbot 

HJ/SU . . Ubiory J«mMl/Sd«oel Ubvry Joumol (A puUlcotfan) 

UC. iDohhood Alrcfoft CorpofOtfafi (KTSI iy«M> 

LKA . An^bloM Corpo Ship (Navy tyi^l) 

UCAA Lodlii Kofoiol Amfarton of AMrfco 

LKAft LuoiwM«4Cltrvn«m Aktlobofav 

LKI Ltftk^olt Cei-pony (NYSC «y«bon (Oolltlod) 

LKF Unoor KoImr FIHor' 

LKK L^ Shoro Mtnoi. Ltd. (AawtcoM Stoelt lEchongo lynboi) 

UCF... UotVMS KMdHu FMIK 

IX & Ftt . . . . Udioino Kaw^^gll 4 FodHo Rotlrood (HomH) 

UCQCF UoonHolo of ttw Kli«'» ond Ouo«i*< Cettoga of 'Fhyilcfant (Wlaid) 

IKCT LoyolKn^^oflfMlbundTM 

UCS Uvor, lOdnoy, Spfaon (MidfaM 

LKS Logon^oeb-Stlefaioy (Afalhod) 

UCS Lucky Storoi. Inc. (NYSE lyMbol) 

LKSMft Unlndd Kmlrtydwy SoBm MoMl liiUuol 

LL ........ • Land LtcoMollan Lah «i o< u >y (AMy) 

U.. LOT«lm (ArloHar^ . 

U lorgoLartor 

U .. Loto Latin (Lwyvov^ . 



MDDDLE VI: ANSWER SHLECTION 

Query: How many characters to one pica are thereffor the Benedictine bold 
typeface? 



Answer 



Select the complete correct answer from the table below. 



916 HANDBOOK OF APPLIED MATHEMATICS 

/ ■ ' , "■ ■ 

i TABLE 3 

AvERAQB NuifBCR or CBAiucrcns TO Qnx Pica 
(Each Jeiier, space, and punctuadon point U counted as a charader) 



Type l acc 



Antique No. 1 

. Benedictine and Benedic- 
tine Book. 

Boncdictine Bold 

Bodoni. .. 

Boduni Book.... 

Bodoni Bold ............ 

Cttsloa 

Ca.sIoa Old lace. 

CibIou No. 3 

CVutury Kxjmndcd 

Cuntury Bold. . . 

. Cheltenluiin 

Chellcnhnm Wide. ... 

Cheltenham Condenficd. . . 

Cheltenham Bold... . 

Cloister 

Cloister Wide and Cloister 
Bold... 

Dd Vinnc 

Elzevir No. 3 

Frunklin , 

Coramond 

Currunond Bold. 

Cranjon 

Ionic No. 6 

Nurcifls 

Nuniljcr K> 

Old Style No. 1 

Old Style No. 7 

Original Old Style 

Scotch 



Type Size, Points 



3.35 
3.9 



3.9 

3.05 

3.C 



3.5 



4.05 

3.7 

.3.45 



3.4 
3.6 

3.5 



3.1 



3.1 

3.25 
4.0 

3.C 

3.5, 

3.75 

3.7 

4.2 

3.7 



3.IC 



3.15 

3.55 

3.8 

3.7 

3.35 



3.55 



2.9 



2. 85 
3.25 
3.45 



8 


1 

9 


10 




12 






















. 2.1 


u. X 




■o 'r- ' 
J . 5 


2 35 


2.2 


2.S5 




2.35 




2^0 


3.0 




2. 55 




2.4 


3.2 


2.9 


2.75 




2.5 


2.8 




2.4 




2.2 


3.2 


2.9 


2.75 


2.4 


2.2 


3.45 


3.1 


3.0 


2.75 


2.4 


3.1 




2.45 




o.o 


2.8 


2!c 


2.4 


2.3 


2.\ 


2.9 




2.35 




2.1 


3.45 


3.15 


2.9 


2.7 


2.5:, 


2,9 




2-5 




2.2 


3.6 




2.85 




2.0 


2.8 




2.3 


2.2 


2.1 


3.45 






2.95 


2.85 


3.0 \ 




2.7 




2.5 . 


3.0 


2. 85 


2.r. 


2.3 


2.1 


3.0 


2.8 


2.1m 


2.4 


2.25 


3.2 


2.9 ' 


2.75 


2.0 


2.35 


3.45 


3.1 


2.0 


2.0 


2.4 


3.1 




2.55 




2.1 


3.45 




2.9 


2.75 


2.6 


2 r,3 


2.45 












2.4 




2,0 


2.0 


2,4 


2.3 




2,0 


3.0 


2.8 




2.55 


2 3 


3.2 


3.0 


2 75 


2.55 


2fta 


3.05 . 




2.75 . 




2,45 


3.0 




2.7 


2.55 


2.25 


i 
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MODULE VI: ANSWER SELECTION 

Query: What percent of the popular vote was for the State's Rights 

Democratic Party in the presidential election of 1948 in Alabama? 

Answer 



Select the correct answer from the table below. 



\}:\ . \U X\y\'t ('xs- V.t l'ltl--^l|il.Ni, A.Nil I'r KC'i ,NT UK Vt>TK you MaJOKITT 

i*AiiT\, nv Itl.t.'toN.* ANii >TAT».rt: \\)W Tw nHV4 



r .'rpi |i4*rrrnl. l> nrnii>cinf Ir. Iv Uf. ;liUn' M.»J»M-ity f'Wly vole rcfrrii In ihi* ptuty v,ite 
lilt! iMiit -- '-, iii:i)nrlt>' *>x .1 ptiii iiiry for tir v .iirU>^r. )iiiri.y &>fr ntv* tnliU) 61)0; (nrctirrniitn)(iirc:i,aM 



[\t\ lh«. 

Iut'l»' . .'. I' Utstntifttl .Sfif/Wir*. C'u'oiilu/ T<mf4 tu :96,\ .v'rIw'Y 8a- .2H] 



11411 



I95Z 



HKOKIN 
AMI 



Total.. 



North i>M>nii. 

5onlh 

\\>5t . . 

Arizona . 
Arknii.'>:i.* 
CiiUfninlo 
Color >«1o. 
ronmrlirui - - 

. »f (' •..iMiti.t. 
Klorlilii.:. 

ltrtw.)U . 

llltlltltO. 

lonu . . 

K 11115011 .... . 

Kniincky.. . 

Mninr ... .. 
Miirytarul... 

Mniuinclui.<otU. . 
Mtchlcnii . . 

Mlniir5J.io 

MlMU(5ii>pi 

Mif.<oim. .. . 

MoiitniUk 

NcbrnKkn 

Nrrntln. 

N>w llfkiitpshlrc 
Nfw Jerwy 

Nw M extra . . 
New Yi»rk 
North (*:irtitinii 
North D.ikotu. 
Ohio 

Oklnhom:) . . 

Oregon.. 

renitsylr:iii(n. . 
RhOile lalnr.U . 
South rornltrft . 

Boiilh 1»:ik'i,.>. 
TeniipRSTt. . 

Utnh . . 

Vermoi.f 

Vlrehiiu 

Wnshh 

WesiVtv.Ji 

WI5con^h♦ . 

Wyomiif.' . 



Voti» 



•IA.794 

! 17.8IU 
1 8.LMI 
I 7.-1W 



215 
(X) 
177 
•J42 

MA 
>*M 
139 

x> 

419 

U) 

21 A 
3.1W4 
l.ri.V) 

7»i9 

41A 

CftA 
fl97 

2.107 
2.110 
1.212 

102 
1,&79 

224 

4fi9 
62 

231 
1.950 

187 
6. 177 
791 
22t 
2.93n 
722 
ft24 
3.73A 
328 
143 

7M 
KW ! 
..2A0 • 
276 
12:> 
41V . 
906 . 
749 
1.277 j 
t 



•Vt.i 
ce.'.t; :. 
* rei .. 

$ot;t 
U.S. lU..' 

u.i. c«M. 



, hi 

.lit . 



Vet 
cent 



I'er- 
cettt 



Its*. 



1960 



for nui- Vote fnr ma- • Vole 



jorUy f 
imrty 



I >flty 
parly 



I i-er- 

I com 
I icririi- 

jiarly 



. I'er- * 
cnnl 
Vok« > for nia> 

parly 
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0-49.K : €I.5S1 : II-&5.1 



H 17 rf 
I)-A0.3 
]) &2.6 



(0 

(X) 

])-63..{l 
T)-61.7 
l)-47.6 
])-A1.0 
U-49.& 
R-A0.0 

1>-4H.H 
D-00.8 

(X> 
1>-M>.0 
1)'M>.1 
l(-49.A 
1> A0.3 
U-.M.fl 

n-w.7 

(»> 
It -.'4. 4 
U-40.4 

n-M.7 
U-40. 2 
D-A7. 3 
to 

n-w.i 

D-.'^.l 
U-.M.2 
n-AO.4 
U-.'i2.4 
R-50.3 j 

l>-.Vi n 1 
11 

U-.V. V 

n-v 
n-fi.. 

U 4'J.s 

R -. A'J i 

D-5:. . 



!8.»>0I i il-fiS.! 
21.153 I R-.W.6 
12.415 I D-6Q.6 
9,151 ; R-67.3 



1 

!>-5* 



A...» 
A. 1 



i>-.'j..v : 

:)-57 3 • 
i)-50.7 i 
D-5i.5 I 



m 

(X) 

Lv; 

405 
5.142 

630 
1.007 

174 

m 

656 
(X) 

4.^s: 

I.9.V. 

1.209 
8(H> 
903 
652 
3A2 
002 

2.383 
2,799 
1.379 

280 
1,893 

265 

610 
82 

273 
2.419 



63.027 * R-57,4 •S.SSS ; IM9.7 



1964 



iv«- 
I for 
} ptir. . 



18.782 j R-40.7 
31, IH I R-58.6 
12.478 , R-SI.l 
9.654 I R-56.4 



23!! 
.IK 
1.31 

270 
i.70l 

940 

695 

t,m 

<'i4 



D-«4.6 

(X) 
R-6e.3 * 
D-5S.9 I 
R-66l3 
K-00.9 I 
R-55,7 : 
R-51.8 

(X) 
U-55.0 
i;-69.7 

. IX) 
H-65.4 
U-54.8 
U-A8. 1 
U-i.3.8 
U-fkS.H 
n-49.9 
l)-52.0 
U-60.0 
U-5S.'I 

R-64.2 
R-5&.4 
U-55.3 
D-6a4 
11-50.7 
n-59.« 
U-t».2 

K-^n.4 

R-5«.^ 



•;i3 * 



*c-w0.v 

O-iO.7 



1C3 , :i 
874 I r. 
1.607 I.-. 
129 r'A-62.7 



vlcH»i*y for ThufTf.v.u V ' i 
M.rceiil ; M l^lrslppl. a* j . 
'or hoil. i ATt i'S b*.5r»i (I . « 



497 

(X) 

407 

657 
I.I17 

178 
(X) 

1,13G 
670 

(X) 

273 
4,407 
1.975 
1.235 
806 
1.054 
018 
352 
933 

2,349 
3.060 
1.340 
248 
1.833 
271 
577 
97 

257 : 
i,4W 

I 



79, ^ D«-tt».; 



20.063 : 1)-52.7 VJ.U'jIii 

22.979 " " ^ ' 
14,380 
11.4^7 



3.:^*: 

-.H» 



1^-56.5 

(X> 
Rh}1.0 
lv-6Z5 . 
7;-55.4 
R-«aG ! 
R-63.7 
R-55.1 

(X) 

R-57.3 
D-66.4 

(x>- 

R-61.3 
R-59.5 
R-59.0 
R-60.1 
K-65.4 
K-54.3 
R-53.3 

R-7ao 

R-60.0 

11-59. 3 
K-.U.6 
R-A3.7 
D-A5.2 
D-60. 1 1 

K-57.1 ; 

R-W..' i 

tt-.>. a . 

R ' 



i;v:i 

'i 'a; 

i:- 5 * 
•'. . 



0}; 

831 , 
.551 



^-63.9 i 
R-61.ti I 



K-62!.3 22.2U!I i 
T>-4an 16,5«7 - 
R-61.I 1^*214 I 



do 

61 
396 

439 
6,607 
730 ( 

107 I 
(XI 
1,544 

783 

»5 

300 
4.757 
2,l3r. 
1,274 

929 
1.124 

80R 

422 
1.01U 

^460 
3.318 
1.542 

1,934 

378 
6i3. 
i07 
306 



n-66L8 
D-50.9 
R-b&5 
I)-8a3 
A-50.I 
R-M.fi 
n-53.7 
l>-6a6 i 
(X) I 
R-51.5 I 
D*«2.5 

(«) 
R-53.8 

:>-5ao 

R-55.0 

n-8a7 

K-00.4 
U-53.6 

r)-6a4 

U-57.0 
I)-53.6 



D-60.2 
n-60.<» 
D-60. , 

n-3a.3 

Df-60 ? 
M-51. . 

r.'-5i.2 

Rf3.4 

I>^.0 



I :)-so.3 ! 

^1^.0 i)-52. 5 • 

'.,369 > 1)-52.. 

278 j 11-55.4 ( 

4,16'« i R.53.8 ! 

90' ' R-5an I 

77t. U-52.A 

5,007 I i)-5l.l ! 

^ D-63.6 f 

187 j U-61.3 j 

3CC i R-Sh.3 ^ 
..052 I R-52.9 

; i)>«a5 i 
R-54. 5 : 

R-52.> 
R-50.7 . 
n-53.7 
R-61.8 
R-56.0 



838 

1.720 
141 



r,'0 I 
;~ I 

4)1. 
7.0W * 

-t: . 

1.219 ^ 

2rii i 

100 • 
1.85) ( 
1,139 

207 

2ra < 
4.7m I 

2.0'-i2 
1. 1K5 

HAH 
1.010 

WM 

381 
1.11A 

.'.316 
3,203 
i.5U 

409 1 
1,818 

279 I 

-. 35 ! 
288 ) 

:(.M8 

329 j 

.^25 • 
. .M • 
J. !*..•! 

vXi • 
7)M» ■■ 
4,Ki:> 
310 
525 

210 
1.144 
3,627 

, 792 
1.692 

la 



R .'i • 
l#-5' 

])-fit ^ 
»•«: s 

D 

r 51.1 

i:-54.l 

I #-78. A 
D-.V- 
"1 1-50.5 
1)-50.0 
U-61.9 
l>-51.t 
1>-*1.0 
R 58.8 

D-65.5 

• D-7fl.-: 

n-66.r 

0-03.8 
R-bT. 1 
V-^y 0 

^)-6^ • 

0-«3. Z 
l>-65^ 

. (I 

>• 

i > '•*. . 

i. 55.7 

: 

1>-61.. 

R-58.9 

.V-&5.0 
.-•55.B 

i)-M.r 
n-nh : 

I)-53.i 
D-<2 . 
D-d'.. 

\> : 
\ •> 



imrr: A 
•WU8. t * ■ 
uf th*' hoi:- 



rty; 

•.. • liUi Can Mnn, 72.0 percent. 

.)e^lOC^^tc. 92.410: RepabUcj.' •>2,295. 

\ 

* i>.C.. Amrrka vit tht PoOt s i.^hl); lflW:f8» 
.«/ne<« 6/ {/; MtfA OMirrf m) , 196^.. *. . . . 1960 aiiU Mi 
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MODULE VI: ANSWER SELECTION 

Query: Hour many master's degrees In history were awarded to women in 1971? 
Answer 

Select the correct answer from the table below. 



136 Education 



No. 217. Earned Degrees Conferred, by Field or StudYi Level or Degbee 

AND Sex: 1971 ' 





BACHEtOft'a AXD l8T 
PaorESStONAL OKORIXS 1 


UABTza'a 


X>OCtOaAT£S 


Total 


Hale 


Feznile 


Total 


Male 


Female 


Total 


Male 


Fenu!» 


'AO Bold* 




811,138 


381,838 


230,809 


138,146 


83,383 


33,107 


37,830 










12; 673 


12; 186 


536 


2^457 


2; 313 


144 


1,066 


1,055 


31 




2;44A 


2L222 


223 


344 


318 


26 


145 


140 






1,826 


1,601 


22 


291 


282 


. 9 


92 


02 


All Al>l*» 


&401 


8.110 


201 


1,822 


U713 


109 


840 


823 






0,570 


4,006 


6&1 


1,705 


1,460 


236 


36 


83 


] 




2; 492 


1,174 


1,318 


1,007 


618 


889 


144 


120 


21 




S5,743 


25.833^ 


10.410 


5,728 


8,505 


1,928 


8,645 


8,050 


54 




20, 


18.253 


8.041 


2.665 


1, 746 


919 


536 


405 


131 




&380 
4,009 


4.314 

2;760 


1,066 
1,803 


691 
2,373 


451 
1,608 


240 
764 


: 

2.091 


346 

2^299 


ii 




1 lA, S27 


105.060 


lb. 467 


20, M4 


25,506 


L038 


810 


787 
58 


23 




22,009 


20^096 


2.063 


1,097 


994 


103 


61 


J 


OciWTSl» without mtjor spcciftl* 


















ISftttOHaaw •«•«••*•••• 


58,216 


53,304 


4,011 


18.264 


17,569 


605 


496 


484 


17 


AJl Other..... 


}5,213 


31.720 


8,498 


7,183 


6i,oa 


240 


253 


245 






10,802 


6,989 


8,818 


1,856 


1,214 


642 


145 


126 




Computer teience and lytttroi 




















2; 888 


2; 064 


324 


1,588 


1,424 


164 


128 


125 


I 




170Lfi?l 


45,089 


131 4S2 


88, 716 


38,999 


49 817 


6^898 


« 043 


I.IU 


OcMnl tMChini!fif Ids... 


89,601 


8% 198 


31! 803 


18,936 


9 235 


9! 701 


1,053 


812 




102, 4ri 


10, 6M' 




39 821 


12'ct|5 


26,976 


2,468 


1,917 


s;i 




10^598 


2 227 


8.371 


29*950 


16! 810 


18, 140 


2^857 


2,814 


543 




5a MO 


49; M6 


400 


i6l4a 


16,258 


185 


8,638 


8,615 


* 3 




M394 


12 256 


18, 138 


6^675 


8,510 


3,165 


021 


483 


1> 




8^062 


9 726 


3,336 


2^435 


1 277 


1 158 


. 125 


273 


9 


All mAWm 


8,675 


1,661 


2,014 


1,099 


'549 


'490 


122 


100 




20.657 


7,860 


12^788 


8,201 


1,684 


1,517. 


^73 


110 


0 




19,949 


6^075 


14,870 


4.755 


1,542 


3,113 


781 


484 






40,385 


19,969 


20,416 


5,749 


2^567 


3,182 


466 


888 




DcntUtry, D.D.B. and D.M.D.. 


3.745 


8.703 


42 


(X) 


a> 


(X) 


(X) 


(X) 




Mrdifinf, M.D........ 


8,919 


8,110 


809 


(X> 


(X) 


(X) 




U) 






12,190 


253 


11.946 


1.530 


31 


1,499 


7 


1 


4 


Phtniuey (net pharmteolocy). 


4,U9 


3,636 


918 


194 


154 


40 


94 


93 


1 


AU other... I. 


10,973 


4,267 


6.706 


4.025 


2; 382 


1,6a 


365 


295 




Horns eeonomies 

JUw, LUB., or higher de- 


11,167 


301 


10^866 


1,452 


88 


1,864 


123 


48 


H 




















17,966 


16,609 


1,207 


955 


900 


46 


20 


20 






731122 


28, M6 


44,576 


12^710 


5,407 


7,308 


2;416 


1,849 






1.013 


81 


932 


7,001 


1.811 


6^690 


30 


28 


u 




24,801 


15,360 


9,432 


5,191 


3.673 


1.518 


1,199 


1,106 






357 


356 


1 


2 


2 










Chemlitry (excl. Uochttnlito*). 


21,412 


18,459 


2,953 


6,867 


5,531 


846 


4.890 


4.' 144 




11,037 


0.004 


2.031 


2,197 


1.733 


. 464 


1,952 


1,798 


151 


Phyitef 


8,046 


4.703 


338 


2,174 


2.a.»7 


147 


1,449 


14(J7 


4. 




2.350 


2^097 


262 


606 


544 


62 


2?l» 


m 


r 


2,970 


2; 6a 


822 


1.390 


1.217 


173 


700 


1 660 




Public aflAin and •erricet 


37,880 


21.029 


16,851 


4.431 


2,783 


1,818 


1,782 


1,355 


4." 


9,230 


4,723 


4,497 


8,260 


4.274 


8,986 


175 


135 


4J 




185,326 


98.145 


57,181 


16.501 


11,798 


4.708 


3,659 


8,152 


>: 




21.5a 


11.753 


9,7V« 


2,330 


1.522 


808 


50 


38 


1: 


KeoDonUet (eiei. adrie. 9con.)... 


16^758 


18,890 


1.8(>8 


1;995 


1,733 


202 


721 


668 


51 




44.663 


29,065 


15.6(« 


5,157 


3,470 


1.687 


991 


871 


1/ 


Potitleftl adenc* or fotemment.. 


27.482 


21,966 


5.516 


2.318 


1,839 


4TB 


700 


615 


s! 




88.263 


18,610 


19,653 


1.80B 


1.131 


677 


574 


455 


11* 




12^617 


7,871 


4,746 


2.803 


2.103 


790 


623 


505 


li« 


ThSSBffcal pf«i(MiriQ«u. renVnl. 


8.n» 
6^946 


7664 
6^5ttl 


1.135 
365 


2.710 
1,812 


2^010 
1,204 


661 
138 


312 
249 


806 

: 246 


1 
1 




1,389 


745 


644 


055 


561 


894 


84 


31 


1 




464 


338 


126 


413 


284 


129 


2U 


29 






14,078 


IO1O6O 


4,000 


1,706 


1,106 


600 


91 


77 


11 



- Reprrsenta lero. X Not applicable. > Includet /Int-profewlonal drf reet requlrini at kait 6 ytarf- 
* ArBniteetural enfineerii^ Incluacd wUh enfrineering. 

i Hooie rconomJea education. mii$le education, and speech correction included with educalioiu 
lovitf : U.S. O0e« eC Xducation, tAtnti Dtfrtn CHfmei: lt70'7L 
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MODULE VI: ANSWER SELECTION 



Query: What is the average of the reported salaries for .1972 graduates 
of the University of Minnesota library school? 



Answer 



SSelect the correct answer from the table below. 



TABLE 1 PLACEMENTS AND SALARIES OF 1972 GRADUATES 



School 



IMflU 



Salarlts 
M 



lew Salary 
Womtn Mtn All 



High Salary 
Womsn KAoH AJI 



Aviraif Salary 
Women Man Alt 



Madlan Salary 
Woman Man All 



Albany 

AlbcrU 

Atlanta 

BuHalo 

Calif (Berk.) 

Caljf.(U) 

CjseWnt.Res. 

Cilhotic 

Columbia 
0.^lhQuiie 
Denver 
Oteiel 

fmofy * 

Florida 

Gcneseo 

Kaw2it 

Illinois 

Indiana 

towa 

Xanus State 

Kent 

Kentucky 

Long Island 

Maryland 

Michigan 

Minnesota 

Missouri 

N.Cifolina 

Oklahoma 

Oregon 



70 
51 

^5 , 

32 

49 

33 
108 

55 

17 
120 

24 

92 
149 

76 

94 

74 

79 
156 
112- 

52 

73 

27 

90 

99 

i3 
179 

54 

57 

64 

69 

47 



30 
24 
39 
23 
33 
17 
69 
40 

78 
14 
23 
9b 
48 
48 
50 
29 
99 
58 
23 
28 
13 
29 
55 
11 
125 
41 
40 
45 
27 
16 



9 
7 
8 
2 

16 
9 

13 
15 

34 

1 
8 
22 
11 
27 
22 
2 

24 

26 
13 
9 
8 
9 
9 
2 

23 
, 6 
13 
19 
12 
S 



39 
31 
i7 
25 
49 
26 
82 
55 

112 
15 
31 

117 
59 
75 
72 
31 

123 
84 
36 
37 
21 
38 
64 
13 

148 
47 
53 
$4 
39 
21 



7056 7900 

7680 8C00 

, 7000 8600 

7000 7500 

7020 6600 

7200 8700 



7000 
7200 

660G 

7400 

7500 

6981 

7200 

6000 

7000 

5400 

6470 

6919 

6000 

6500 

700O 

6800 

6500 

7450 

6000- 

7500 

6000 

4800 

7200- 



7800 
7600 

7400 
8550 
8400 

7000 
7835 
80G9 
8076 
8300 
6000 
8085 
8000 
6500 
7500 
9152 
9170 
7600 
8300 
7550 
8000 
5500 
7600 



7056 
7680 
7000 
7GO0 
6600 
7200 
7000 
7200 

6600 
7400 
7500 
6981 
7000 
6000 
7000 
5400 
6470 
6000 
6000 
6500 
6530 
6800 
6500 
7450 
6000 
[ 7500 
6000 
4800 
5500 
7200 



14000 
12000 
13000 
10?30 
9828 
12000 
12000 
20000 

14830 
10200 
ISGOO 

13468 
11950 
14030 
14000 
13850 
10994 
11000 
11840 
10600 
13600 
17882 
13309 
17980 
16900 
11200 
10500 
10800 
1920O 



15120 
15000 
10000 
9810 
10800 
10572 
11000 
30000 

14830 
8550 
12024 
20000 
11046 
11800 
14000 
10148 
10500 
14820 
20000 
13250 
13500 
11123 
19435 
10200 
15000 
14600 
8618 
12050 
13500 
11614 



15120* 
15P00 
13000 
10730 
10800 
12000 
12000 
30000 

14830 
10200 
15000 
20000 
13468 
11950 
140C0 
14000 
13850 
14820 
2O00O 

8Cu7 
13500 
13600 
19435 
13309 
17980 
16900 

8715 
12050 
13500 
19200 



8666 
8347 
9422 
9061 
8643 
9324 
8475 
10762 

9288 
8455 
9373 
9219 
8952 
8397 
9115 
8829 
8943 
8424 
8520 

10311 
8471 
8730 

10426 
9957 
9520 

10110 
8618 
8474 
7770 
9612 



10397 9066 



9359 
8655 
9045 
9444 
9061 
13253 

9502 

. 8550 
9584 

lOl&O 
9130 
9142 
9785 
9112 
9095 
8807 
9815 
8567 
9310 
8494 

12571 
9685 
9810 

10779 
8715 
9484 
9297 
8987 



9412 
9028 
8774 
9365 
8S67 
11432 

9353 
8485 
9427 
9400 
8986 
8579 

■ 9339 
8848 
9816 
8543 
8990 
8000 
8801 
8538 

10635 
9915- 
9560 

1C444 
8642 
8774 
8533 
9463 



8712 
8200 
9057 
8865 
8652 
9134 
8300 
10500 

9100 
8400 
8700 
'9C00 
8668 
8G00 
9000 
8400 
8500 
8378 
•8340 
9750 
8400 
10200 
10700 
9400 
9200 
■ 9200 
8500 
7560 
3000 
8900 



9500 8870 



9400 
8655 
9050 
9100 
8700 
11000 

9100 

9303 
10000 
9000 
9000 
9175 

9150 
8500 
8800 
9175 

9312 
11800 

9500 
10387 
8400 
9600 
9500 
6658 



9057 
8865 
8700 
9100 
8200 
10500 

9100 
8600 
9000 
9000 
8740 
8500 
9000 
8400 
8750 
8400 
8500 
9000 
8200 
10200 
10400 
9400 
9300 
9794 
8500 
9000 
8200' 
8750 
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MODULE VI: ANSWER SELECTION 

Query: What was the averajge price of trade books In law in 1972? 

. Answe r 

Select the correct answer from the table below. 



TABIE 3 U.S. HARDCOVER TRADE-TECHNICAL BOOKS: AVERAGE PRICES 
AND PRICE INDEXES FOR 1967-1969, 1971, 1972/ and 1973* 

(Index of 100.0 cqutvalent to average price for 1967-1969) 



Category 


Average 
Price 


1971^ 


1972 




1973 




Average 
Price 


Index 


Average 
Price 


Index 


Toial No* 
~of Books 


A verage 
Price 


Index 


Agrictitturs 


$ 9.71 


$13.64 


140.5 


$10.94 


112.7 


289 


$11.79 


121.4 


Art 


12.44 


16.41 


131.9 


14.94 


120. r 


1,053 


15.42 


124.0 


Biography' 


9.71 


11.64 


119.8 


• 12.80 


131.8 


U911 


12.70 


130.8 


busineM • . 


10.41 


12.6P 


121.0 


12.45 


' 119.6 


568 


13.23 


127.1 


Education 


* 6.58 


7.81 


108.6 


10.26 


155.9 


1,116 


9,67 


147.0 


Fiction 


4.96 


5.98 


120.5 


6.47 


130.4 


2.158 


7.37 


148.6 


General Worka> 


15.28 


25.77 


141.9 


25.19 


164.9 . 


983 


18.42 


120.5 


HiMory 


•9.95 


12.97 


130.3 


14.92 . 


149.9 


1,300 


15.56 


156,4 


Home Eccnomicr* 


6.55 


7.33 


II 1.9 


7.88 


120.3 


432 


10.12 


154.5 


iuvenilei 


3.53 


4.23 


119.8 


4.37 


123.8 


1,932 


4,65, 


131.7 


Langtiage' 


10.13 


10.15 


100.1 


14.16 


139.8 


292 


12.53 


123.7 


Law 


13.22 


18.37 


138.9 


17.15 


129.7 


558 


16.78 


126.9 


Literature 


8.04 


11.43 


142.1 


12.03 


149.6 


1,755 


11,48 


142.8 


Medicine 


13.41 


17.58 


133.0 


16.19 


120,7 


1,421 


15.92 


118,7 


Music 


9.08 


11.73 


129.1 


13.53 


149.0 


271 


12.68 


139.6 


Philosophy, Piychology* 


8.41 


10.77 


128.0 


10.44 


124.1 


1,001 


10.89 


129.5 


Poetry; Drama 


6.69 


9.15 


136.7 


10.62 


158.7 , 


1,484 


10.50 


156.5 


Religion 


6.29 


8.48 


134.8 


9.80 


155.8 


1,051 


9.35 


148.6 


Science 


12.67 


15.94 


125.8 


16.05 


126.7 


2,130 


17.34 


136,9 


Sociology, Economia' 


9.35 


17.47 


186.8 


16.93 


181.1 


4.650 


12.22 , 


130.7 


iSportt, Recreation 


7.91 


10.20 


128.9 


10.65 


134.6 


701 


9.73 


123.0 


Technology 


13.03 


15.28 


1 17.2 


16.11 


123.6 


988 


15,38 


1 18.0 


Travel* 


9.34 


19.15 


205.0 


12.78 


136.8 


1,124 


13,19 


141,2 


TOTALS 


$ 8.77 


$13.25 


151.0 


$12.99 


148.1 


29,168 


^$12.20 


139.1 



Not included are **mafs market paperbacks.** government documents, and certain mulUvolume encyclopedias. Index figures complied by 
Hugh C. Atkinson. For average prices of hardcover booki for years prior to 1971, s«e previous editions of the Bowker Annual. 
These figures include biographies placed in other elates by the Library of Congress, 
>A new category. Index base b 1967 and 1969 rather than 1967 through 1969. 

*PuMtskers Weekly figures for 1971, 1972, 1973 reported per volume rather than per Utle as they had been in previous years. Thus care 
should be exercised when interpreting the figures. It is important to keep in mind that Pttbitshrrs Weekly uses a one.year base, 1967, In 
cOMpnuag its indexes, rather than the thrc«*year base used above and preferred by the Library Materials Price Index Cbmmittee of the 
AficrkM Library Acsoesation. 



MODI|Le VI: ANSWER SELECTION 

Query: By what percentage have Library Science periodicals increased 
in price from 1969 to 1973? 

Answer ■ 

Select the correct answer from the table below. 



TABLE 1 U.S. PERIODICALS: AVERAGE PRICES AND PRICE INDEXES FOR 1967-1969, 1970, 1971, 1 5)72, and 19731 

^ (Index of 100.0 equivalent to average price for 1 9 67-1969) 

1967-1969 1970 1971 1972 J973 



Average Average Average Average Average 

Subjevt Area Price f^rice Index Pric€ Index Price Index Price Index 



U.S. Pcriodiculs 


$ 8.66 


$10.41 


120.2 


$11.66 


134.« 


$13.23 


152.8 


$16.20 


187.1 


(Based on total group of 




















2,537 titles included in the 




















indexes which follow) 




















Agriculture 


4.68 


5.17 


110.5 


5.74 


122.6 


6.35 


• 135.7 


7.21 


154.1 


Btiiiincss & Economic 


7.54 


9.03 


119.8 


9.72 


128.9. 


9.95 


132 0 


12.25 


162.5 


Chemistry & Physics 


24.48 


33.45 


136.6 


38.31 


' 156.5 


. 45.46 


185.7 


56.61 


231.5 


Children*s Periodicals 


2.60 


2.65 


101.9 


2.94 


113.1 


3.24 


124.6 


3.27 


125.8 


Education 


6.34 


7.09 


111.8 


8.25 


130.1 


9.51 


150.0 . 


11.34 


178.9 


Engineering 


10.03 


12.07 


120.3 


13.28 


132.4 


16.04 


160.0 


23.37 


.233.0 


Fine and Applied Arts • 


6.71 


7.50 


111.8 


8.17 


121.8 


8.42 


125.5 


9.16 


136.5 


General Interest Periodicals 
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Genera! Science 


15.30 


18.11 


118.4 


131.1 


22.63 


148.0 


26.99 


176.4 
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5.27 
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Physical Education & Recreation 
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117.0 
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ipor comment on VS, periodicals price indexes, see the article in Library Journal, J^W 1^73 issue, **price Indexes...: 
U.S. Periodicals and Seriol Services,** by Norman B. Brown. For average prices for yean prior to 1970, see previous editions of 
Uio Bowktr Annuals 
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A. CLUES FOR THE IDENTIFICATION OF QUERIES TO BS 

NEGOTIATED 
Table 5 

Checklist for Identification of 
Negotiable Queries 

1, Is this the real query? 

2, Is the subjlBCt of the query recognized? 

3, Is the query statement unambiguous and complete? 
4« Is the amount of information wanted specified? 

5. Is the desired level of answer specified? 

6. Is the query answerable in time available to 
librarian? 

7. Is the query answerable in the literatxare? 

8. If there are potential constraints of language^ 
time period, geography, or type of publication, 
are these constraints given? 
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.TABLE 6 



Good Negotiation 



CHECKLIST FOR EVALUATING NEGOTIATION 

Poor Negotiation 



JLibrarian uses open questions in 
the initial stages of negotiation. 

Jncourages patron to discuss his 
'information needs. 

Summarizes or paraphrases the 
patron's query to insure mutual 
understanding. 

Makes eye contact with patron. 

Gives patron full attention. 

Remains objective about the content 
of the query. 

Attempts to make patron feel at 
ease. 

Follows the patron's train of 
thought. 

Shows empathy for the patron. 



^Librarian interrupts patron as h^ 
'attempts to discuss his information 
needs. 

_Uses closed questions too early 
"in the interview, 

_^Doesn't give patron full attention* 

^Reacts subjectively to the content 
"the query. 

_Is too quick to state that the que^V 
"cannot be answered. 

^Provides an answer to the query 
"pn arely without thorough 
CO" , eration. 

^Places patron on the defensive. 

_Exhibits uneasiness in working with 
"patrons. 



Is aware of nonverbal clues. 



EXERCISE FOR MODULE VII 



QUERY NEGOTIATION 



Exercise #1 Identification of queries to be negotiated 

The following requests for information represent either queries 
that need to be negotiated or queries that can be answered without 
negotiation. For each query statement either write in one or more 
numbers corresponding to the reasons for negotiating on the checklist 
for identifying queries to be negotiated which is Included in this -v^^ 
package or check the "Does not need to be negotiated** column. Wo 
out examples are given for two queries. 



EXAMPLES 



A. I would like to learn about Jet 





Query Statements Number(s) on Does not have to 

Checklist bernegotlated 



engines. 3,4»5>8 



B. When was the chemical element 
'nickel' discovered? 



1. What library programs does the i. c,\jis 

University of Illinois offer? " • 



2. Who was the Nobel Prize 
winner in 1974? 

3. How do I use Index Medlcus? 

4. What was the highest selling 
price for IBM common stock 
last year? 

5. How many books published in 
the U.S. last year sold 
fewer than 3000 copies? 

6* What is the distance between 
Princeton and Durham? 

7. How many tons of wheat will be 
produced in the U.S. next year? 

8. I would like publications 
on the electoral college. 
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9. Prepare a list of full professors 
of English that are less than 
35 yrs. old and are teaching 
in Ivy League colleges^ 

10. I would like references on 
the causes of economic 
depressions. 

11. I need John J. Mannas 1976 
Scientific American article 
on frogs. 

12. How many households are without 
running water? 

13. I would like to see a book 
on Sociology. 

14. VRiat are adverse effects 
of drugs on creativity? 

15. What was the lowest temperature 
in Chicago, Illinois on 
January 12, 1972? 

16. How many people in the U.S. 
are vegetarians and hunt 
animals? 

17. Give me the name and address 
of the U.S. Commissioner 

of Patents. 

18. Does the library have books 
on physics? 

. 19 . What is the temperature 
In Rome? 

20. How many articles In College 
and Research Libraries were 
written by more than one 
author in 1975? 
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EXERCISE FOR MODULE VII - QUERY NEGOTIATION 
Exercise //2 - Practice in Query Negotiation 

Each student should choose a partner for practice in negotiating 
a query* You and your partner will tape record two individual 
negotiation simulations: one in which you play the role of "patron", 
and another in which you play the role of "librarian". 

For the role of patron, you should develop a negotiable query to 
ask the librarian. - This query has two parts: (1) the query you actually 
ask the librarian (which may be vague, incomplete, misleading) and (2) 
the real query - wnat you actually want to know. The real query is not 
presented directly to the librarian except as a result of successful 
negotiation by the librarian. 

As the librarian, you should interview the patron as you would 
in a real reference situation, attempting to determine the real query. 
When you have identified the real query the negotiation is complete. 
You do not have to answer the real query. 
Instructions 

1. Develop a negotiable query with its two distinct parts in mind. Hand 
in a record of your query (real query and query as asked) when you 
hand in your completed tape. 

2. Tape both negotiations spontaneously (one time only) and write your 
names on the tape before turning it in. 

3. Assignment due _. 
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Appendix C 



THE READING OF TABLES, GRAPHS, AND CHARTS 



ERIC 
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The Reading of Tables, Graphs, and Charts (Addition to answer selection chapter) 

Robert Falrthorne, a mathematician who Interests himself with problems of 
librarianship, once said that librarians are typically literate rather than 
numerate. He bases this opinion on observations, confirmed by others, that 
most librarians have a background in the humanities and social sciences 
rather than mathematics or science. Elementary mathematical- skills are needed 
by a reference librarian for selecting answers to some queries. Specifically, 
s/he needs to be able to select answers from data (numbers with £4ssi^ed^ 
meaning) presented in graphic form. Such queries are asked in all types of 
libraries, not only in science and technology libraries. Examples of such 
queries include queries for costs, measurements and conversion factors^ 
Answers to such queries are typically selected from graphs . In some cases 
the patron will expect the librarian to merely locate a grapli containing the 
reiquested information, preferring to select his answer fot hiliiseXf . But fre- 
quently the user will require the librarian's assistance in selecting a 
correct answer from the data presented in a graph. The four kinds of graphic 
presentations that you are likely to encounter will now operationally 
defined and exemplified. 
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Tables provide a systematic arrangement of data In either columns or rows, 



Figure 1: Table 



No. 57. Families, BT CninAcnxniBTics: 1974 

^ I. ^ An of Miwth. Bwd on Cuimit PoTMiUlkm JtiiTWjr: InrliMw whwIw of Um Aroiid 

ftjSlSriS'ii^^^^ on POM. bul rif-ludf* «» oibrr me »il*tii «f lb* Armctl Korw; »• 



AUtnMm 

H'Wlt^™ • ^ - -'-^ 
Nfffo wd othtf • 

FiTAorbmllr: 

J person! 

Spmoni 

I priMCif >p- ••• 

A pfffOtti** 

fipcrsont. 

7oriiwf»P«»«»--- — 

Ihrn ehUdrtn wider ice It: 
3. ........ 

4fif Joofr—-.--T- •■ 

Own dUMrm undrr sn* 5: 
Non^ •>• 

• ;•' *•*' ' 
9 Of HJOfP 







HUB HEAD 






FAiiiuxaor 


AurAMont 


MirrM.wUii 
linMot 


OthtrntftriSsl 
ititnf 




XBOnO AMD- 
OmSS RACKS 


Nqir* 
bir 


Far* 


Nam- 


Mill 


Kitm* 
brr 


Pcr- 

CKll 


Nam- 


Plt- 
orat 


Norn* 








44,sur 


lOOJ 






%m 


109J 


•,134 


I09J 




11.1 


4%m 


91.6 
t.« 


9U 


si.s 

1S.4 


4. MO J 
l*»ftl 


71.3 

ai.7 


a> 

C»4 


loao 


11,073 


r.4 

SI. 2 

lAfl 

11.0 
4.7 


li^rJ4 

KT'fl 
^745 

%3;3 


33,0 

12.3 
•A. II 
4.9 


Ml 

2!ll 
13> 
W 
44 
13 


01.3 

M 

r*> • 

1.3 


3.nS7 

i,cca 

M7 

2ni 
son 


44 0 
34.4 

..u.y 

R2 
4.1 
4,4 


I.SIft 

1.102 
I.I 14 

471 
CfiS 


7J.S 
21. T 
UI.2 
12 0 
7.7 

tat 




4<L0 
19.3 
17.9 
9.5 
7.4 


31. SM 

Km 
%m 
4.Mr 
i^aeo 


40.0 

ia7 

1IL3 

as 

7.2 


1.017 
304 
95 
42 

to 


H.S 
14.2 

ao 

3.5 


'I,(C1 
I.3M 

ni2 

044 


4ao 

S3.S 
17.7 

9.t\ 
9.5 


3^310 
l.2it 
LOU 

•:77 
SIS 


37.7 

mo 

ICS 

n.o 

^13.0 


41.801 

no, 


7S.0 

ia9 


14.731 
ft.CI04 
K376 
fllO 


74.5 
17.3 

Jl 


l,3ft.S 


04.0 

..-A-7; 

as i 


^3UG 
1,133 

r4 

201 


111 7 
5.3 
1.5 


4,21) 
I.V3 


W.7 
2II.A 
KX 
2.5 



X KolAppllttM*. 

taatt: VA Boitstt of Ibo CcQnii» Cvrtmi P^ptOsmn Arporf /, terkf r-S^ No. 3». 



Sample query: How many white families were headed by females In 19747 
Answer: /5»853»000 families. 

Qualifications: As of March 1974 » Includes members of the Armed Forces living 

off post or with their families on post» but excludes all other 
membera of the Armed Forces. 

Source: U.S. Bureau of the Census » Current Population Reports » Series P. 20 » No. 276. 

Citation: Statistical Abstracts of the United States . U.S. Department of Commerce. 
96th ed., 1975. p. 43. 
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Line graphs show Uov quantities » for example Income or expenditure » vary oyer 
time or other variable. 



Figure 2: Line Graph 



3*1 



fig. 20 1. nESEARCH AND DEViELOPMENT FUNDS. 
BV PEnFORMANCE SECTOR AND SOURCE: 1000 to 1975 



Ptofonntdby: Smim of f imds: 




0 
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1_ L I \ t I ' ' ' ^ ' ' 
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1975' 



Sample query: Was 1963 the year of highest expenditure for NASA? 
Answer: No. If you draw a line at right angle to the data line (labelled 1960-1975) 
from the point beginning with 1963, that line will Intersect the curve at 

a point below its peak. The peak represents the year with the highest 

. . ' ■ ■ ■ . . . » ' ' ' . ,■ ' • . ' , 

expenditure. Therefore, 1963 was not the year most money was spent for NASA. 
Source: U.S. Bureau of the Census 

Citation: Statistical Abstracts of the United States . U.S. Department of Commerce. 
96th ed., 1975. p. 547. 
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Bar graphs provide comparisons among data » for example » average cost of periodical 
subscriptions during different years. The bars may be vertical or 
horizontal. 

Note that the same data may be presented either as a table or a line 
graph, or a bar graph. 



Figure 3: Bar graph 



Fig. 
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Sample query: What percentage of all persons 23 years or over had four years of 
high school or more education In 1960? 

Answer: About 40 Z. Take the bar marked "All races** for 1960 and measure Its 
length on the percentage scale at the base of the graph. The bar ends 
about two thirds the distance between 30% and 45%» hence the answer Is 
approximately 40Z. 

Source: U.S. Bureau of the Census 

Citation: Statistical Abstracts of the United States . U.S. Department of Commerce. 
96th ed., 1975. p. 109. 
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Circle graphs ^ sometimes called pie charts » show how data are divided among 
component parts (how the pie Is cut up). 



Figure A: Circle graph 
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Sample query: What percentage of aliens were naturalized In 1974 as a result of 

being children of U.S. citizens? 
Answer: 5Z of persons naturalized In 1974. 
Source: U.S. Immigration and Naturalization Service. 

Citation: Statistical Abstracts of the United States . U.S. Department of Commerce. 
96th ed.» 1975. p. 96. 

You may be asked to take this query a step further by giving the number of 
people so naturalized. Since the total number of naturalized citizens for 1974 Is 
131,655 (given on the chart), 5% of that would be 6,582. This Is obtained by 
either dividing 131,655 by 20 or multiplying 131,655 by 0.05. Disregard numbers to 
the right of the decimal point. Fractions of people do not count. 
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Graphs are used to present Infonnatlbn in a concise form. As the old saying 
goes, a picture is worth a thousand words. There are a few guidelines to keep 
in mind when selecting answers from graphs. These will now be given. 

Guidelines for Selecting Answers from Graphs 

1. Read the graph heading and explanatory notes before selecting information from 
it. This is essential to the selection of the correct answer from the graph. 

2. Select answer from the correct portion on the graph. Avoid errors in copying 
numbers. It is good practice to double-check your answers when you have 
recorded them to avpid copying information from the wrong portion of the graph 
and/or to avoid errors of number transposition. 

3. If the desired answer is not on the graph a "near^^ answer may be acceptable. 
For example, if the average cost of books published in th3 U.S. during the 
last year is not in the graph, supply the latest cost given in the graph. 

4. Qualify the numeric answet with all of the necessary information given in 
the graph. That includes information in the heading as well as explanatory 
notes that may be anywhere in the graph. For example, if the temperature 
during a given month in a particular city is requested, copy the unit of 
measurement (degree Fahrenheit or Celsius), whether it is the average, high, 
low temperature, where the temperature was taken, and any other qualifications 
given in the graph. 

5. Give source of information when stated. The source may or may not be given in 
the answer-providing tool. When given, it is usually either after the chart 
heading or as a footnote. The source of the graph is the individual or agency 
responsible for the collection of data, e.g., the U.S. Census Bureau. The 
citation gives the document where the information is contained, e.g.j, 

* Statistical Abstracts of the U.S.' The patron may want to refer to the original 
source for further information, or "to consider it in estimating the reliability 
of the data in the graph. a 



In some case^^ numbers on the graph need to be converted. For example, a 
percentage figure might have to be converted into number of units. This is 
done by simple multiplication or division. 
Example: 

Conversion of 20% of 4,000 into number of units by: 

(a) Multiply 4000 x 0.2 - 800 

(b) Division 4000 divided by 5(1/5) - 800 

Another example of conversion of percentage figure into number of units is 
given with the sample query for Figure 4. 



\ 
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MODULE VI: ANSWER SELECTION 
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Query: . How much has the weekly grocery bill increased for a family of four 
(with two children under five) since 1965? 

Answer: 



Determine the correct answer from the table below. 

a. $20.20 

b. $23.10 

c. $49.60 

d. $17.40 
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MODULE VI: ANSWER SELECTION 

Query: By about what percentage did domestic vaterbome commerce Increase 
during the years 1950 to 1970? 

Answer: 

Determine the correct answer from the graph below. 
aT About 300Z 

b. About 46% 

c. About 33% 
<!• About 20% 



Fli. 22-2. WATCRBORNE COMMERCE OF THE UNITED STATES: 19S0tQ 1973 




I960 1955 1870 1871 197? 1973 
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MODULE VI: ANSWER SELECTION 

Query: Property taxes represent what percentage of a state's revenue? 
Answer: 

Determine the correct a*aswer from the graph below. ' 

a. 2.1% 

b. 21% • 

c. 79% 

d. 18% 
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Stato and Local Finances and Employment 



Ftu. 9*1. THE STATE AND LOCAL GOVEBIWMENT OOLUR: 1973 
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Query: In 1974 what was the least expensive metropolitan area in which 
a retired couple could live? 



Answer: 



Select the correct answer from the table below. 

a. Austin, Tex. 

b. Baton Rouge, La. 

c. Baltimore, Md. 

d. Dallas, Tex. 



Living Costs 
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15,035 
IS, 302 



Food 



ll05 
3.452 

a.0 

2S.4 

S,183 

25.2 

3,S4ft 
24.8 

S,S21 

3.590 
3.444 
3.147 
3.235 
3.471 
3.464 

3.829 
3.607 
S.151 
3,425 

3.563 

S.525 
3,403 
3,300 
3.519 
3,374 

S.504 
3.382 
3,107 
S.&41 
4. ISO 

3.403 
3.393 
3.531 

8.7I.S 
3.^^ 
3.801 
3.420 
3.241 

4,099 

3.240 
3.890 
3.609 
3.766 
3.670 

1.323 

3.&2a 
s.af7 
s.«n 

1^302 



Hous- 
ing 



7.230 
34.0 

2.908 
23.0 

3,238 

7^.o 

2; 828 
S.S27 
2.615 
2,472 
2,674 
2.027 
2,027 

4,450 
8,522 
S.19S 
3.441 

3.492 

2.068 
3,41» 

2;73'J 
2;8J5 
2.804 

3.V90 
3.219 
3.MH 
4.070 

2.005 

2,894 
2,064 
3.111 

3,528 
3.082 
2.883 

t.072 

2,809 
3,005 
2,853 
S.43U 
2,09; 

8,062 
S.5tt3 
3,450 
£354 
3,836 



Trans- 

pnrla- 
Uon 



892 
9.8 

913 
8.0 

070 
8.6 

1.014 
8.0 

1,171 

8.2 

1,198 

1,174 
1,165 
1,218 
1,192 
1,107 
1,171 

1.181 
1,267 
1,197 
1,202 

1,215 

1,206 
1,203 
1,226 
1,154 
1,154 

1,162 
1,127 
1,105 
1,304 
1,307 

1,195 
1,297 
1,250 
1, 167 
1.192 

1,178 
1, Iffi 
1,172 

1,08$ 

1,158 
1,107 
1,130 
1,219 
1.247 

1,238 
1,225 
1,201 
1,211 
1,194 



Olher 



3.849 
42.4 

4.709 
45.0 

4,064 
43.0 

5.521 
417 

1,378 
44.5 

6,638 

0.5U 
5.874 
5,551 
5,899 
6.833 
5,660 

7,257 
6.908 
0,546 
6.519 

6.527 

6,034 
0.463 
5.759 
5.893 
0,274 

0,383 

0.428 
6.629 
6.552 
7,492 

5.609 
0,231 
6,264 
6.2M 
6.8^} 

7,024 
7,238 
5,700 

7,392 

5,597 
6.6)9 
6,2^1 
6.290 
0.045 

e,3S4 

e,7$l 
e.249 
0,79'J 
5,970 



ooor poft Mtnso oookb 



Total 



S,8S7 
lOOLO 

4,489 

loao 

•4,770 
M0O.O 

<fl67 

«ioao 

>^414 

•icdo 

4,746 
8.637 
r.OQS 
S.914 
5,161 
5.287 
4.788 

6^415 
5.916 
5,360 
5,620 

5,638 

5, in 

5.5n 

5,025 
5. 158 
5,2U) 

5.484 
5,140 
5,373 
6^170 
6^038 
6,039 
5.554 
5,410 
5,813 
5,496 

5.487 
5,444 
5,199 

0,353 

5,055 
5,068 
5.446 
5.625 
5.375 

5,804 
5,919 
5,724 
5,018 
5,200 



Pood 



1,048 
27.3 

1.220 
27.2 

tl.2S6 

• ks 

M,328 
<28.7 

iLSM 

•29.5 

urn 

1,620 
1,509 
1.449 
1,489 
1,553 
1.S83 

1,744 
1,659 
1,460 
1,585 

1,618 

1,563 
1,548 
1.431 
1,559 
1,527 

1,639 
1,519 
1,462 
1,745 
1,834 

1,527 
1.5.'»8 
1,57«» 
1,637 
1.506 

1,490 
1,542 
1,489 

1,822 

1,431 
1,781 
1,619 
1,694 
1,617 

1,470 
1,557 
1,615 
1,656 
1,482 



XTooi* 



1,330 
34.5 

L554 
34.0 

• 1.673 
•».0 

•1,745 
812 

•1,838 
•34.0 

1,397 

1,986 
1,4)9 
1,500 
1,684 
1,683 
1,283 

2.620 
2.124 
1,802 
1,949 

1,906 

1,561 
1,942 
1,587 
1,62^ 
1,711 

1,783 
1.645 
1,795 
2,195 
1,996 

1,582 
1,928 
1.7a 
l.««7 
1.899 

1.941 
1.846 
1,672 

2,568 

\,m 

1,095 
1.769 
1,904 
1,721 

1,M0 
2.145 
2.030 
1,877 
1,780 



Trans* 
porta- 
lion 



383 

9L0 

4U 

9. 

•438 

• 9.2 

•448 

• 9.0 

•463 

• 8.5 

439 

469 
481 
486 

491 
507 
468 

434 

555 
486 

490 

441 

480 
529 
504 
483 
469 

MO 
479 
480 
563 

6;:6 

4<j(S 
5» 
523 
486 
515 

517 

m 
495 

844 

480 
40S 

501 
602 
556 

510 
6(»5 
499 
522 
493 



Other* 



1.097 
38.4 

1,302 
29.0 

•1.410 

• 29.6 

« 1,416 
•29.x 

•1,814 

• 2&.0 

1,374 

1,563 
1.510 
1,479 
1,497 
l,iii4 
1,434 

1,611 
1,578 
1,546 
1,596 

1,573 
1,487 
1,558 
1,508 
1,4!'4 
1,583 

1,552 
1.4J7 . 
1.536 
1,607 
1,563 

1. JS2 
1.544 
1,571 
1,503 
1,556 

1,530 

1,557 
1,543 

1,024 

1,472 

1,657 
1,527 
1,525 
1,481 

1,514 
1,652 
1,560 
1,6C3 
1,4*05 



MODULE VI: ANSWER SELECTION 

Query: What has been the percentage of increase in to'al expenditures on 
education since 1960? 

Answer: 

Determine the correct answer from the graph below. 

a. About 85% 

b. About 100% 

c. About 275% 

d. About 340% 



Fiy. 4-2. PUBLIC AND PRIVATE SCHOOL ENROLLMENT AND EXPENDITURfS: 

1960 to 1975 
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HObULE VI : ANSWER SELECTI(»! 



Query: What is the current rate of suicide In the U.S,? 
Ansver: 

Determine the correct ansver f*:om the graph below, 
a. 13 per 100,000 
15 per 100,000 

c. 16 per 100,000 

d. 29 per 100,000 



I^w Enfonrrment, Federal Conrts, and Prlacms 149 

Pif. HCmaOB AND SUIClOe rates: 1MB to 1173 

t^m P« 100.000 popuiction . f^\8 pef 100.000 papufttton 




faiiw Chprrpn^M by lurm ol tfw Ommm. Om from UJ. PiM 
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MODULE VI : ANSWER SELECTION 



14 



Query: Approximately how many people traveled on airlines ih the United 
States during 1970? 

Answer: _^ 

Determine the correct answer from the graph below* 

a. 150 million 

b. 7 billion 

c. 1600 million 

d. Answer cannot be determined from graphs 



Tr&nspoTtation — ^Air md Water 



589 



Fifl. 22.1. DOMESTIC SCHEDULED AIR CARRIERS - REVENUES, MILES FtOWN 
AND PASSENGERS CARRIED: 1960 to ' 

Bnlions ut dullart 
10 



Millronsof mUes 
7100 




Ogmestrc opvrating 
(RioMscalt} 



Domestic revsnus 
miles flown 
(Lsftsialel 
I 



1960 



1970 



S^unm Chart pr«>a*«t{ by U J. Sskmu of thm Cmmn. CSju ficwr U J. F«Hf rat 



1^ 
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MODULE VI: ANSWER SELECTION 



15 



Query: About how many farms are there in the United States today compared 
with 25 to 30 years ago? 

Answer: 



Determine the correct answer from the graph below? 
a. 2.7 million 
b* 5 million more 

c. 3 million less 

d. 1.3 million less 



Fi CHAW0E5 IN FARMING^ WO TO }m:^jiy,^^i<S^>?^^ 
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MODULE VI : ANSWER SELECTION 



Query: The birth rate in Puerto Rico declined during the years 1965 to 1973 
by what percent? 

Answer: 



Determine the correct answer from the. graph below. 

a. 7% 

b. 17% 

c. 23% 

d. 29% 



Rare 
50 



Fig. 31-2. BIRTH AND DEATH RATES FOR PUERTO RICO: 1966 T0 1973 

(R«t»ptf 1.000 population. 5«« ubit 1379) 
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MODULE VI: ANSWER SELECTION 



Query: How many more married women are in the U.S. labor force an the 
present than were employed in 1950? 

Answer: 



Determine the correct answer from the table below. 

a. 12,561 

b. 21,111,000 

c. 12,561,000 

d. 1,256,100 



Employed Women 



347 



No 068. Married ^ombn (Husbamd Present) in the Labor Force, by Age 
AND Prebence or Cbim>ren: 1950 to 1975 
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■ Ajiswers to MODULE VI V ANSITER SELECTION 

1. (a) $20 •20. Data are given up, to 1974 only . 

2. (b) Approximately 46% increase. (1950-650, 1970-950) 

3. (b) 21%. 

4. (b) Baton Rouge, La.; $4788. 

5. (d) Approximately 340% increase. (1960-25 billion, 1974«110 billion) 

6. (c) About 16 persons per 100,000. No data more current than 1973. 

7. (a) About 150 million passengers traveled on scheduled domestic airlines 

8. (c) About 3 million less. (1950»5.7 million, 1974«2. 7 million) 

9. (a) Approximately a 7% decline. (1965-30, 1973=23) 

10. (c) 12,561,000 more than in 1950. 1975 figures are an estimate based on 
1970 census. 
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Appendix D 



"THE WAY TO NEGOTIATE" 



Script for a Videotape 



Prepared 
by. 

Dr. Judith Braunagel 
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o 

ERIC 



VOICEOVER: Begins as titles are shown, if necessary continues 
as the camera focuses on the reference librarian, sitting 
at the reference desk, working with papers, etc. 

This videotape contains two simulated reference interviev;s 
between a refexrence librarian and library patrons. Thef.se 
simulations are meant to illustrate strategies of query 
negotiation of varying effectiveness, by showing decision- 
making points and specific interview techniques. The first 
interview illustrates poor techniques of query negotiation, 
while the second shows elements in a well-negotiated query. 

Viewers should supplement the material on this videotape 
with the negotiation stencil and negotiation checkXi^st. 
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Matron . Sitting dovm next to 
J^f a friend at a study table. 

Friend . 

Patron 1 
Friend . 

Patron 1 



Friend 
Patron 1 
Friend 

Patron 1 Hesitantly. 

/ 

Friend 
Patron 



Friend 
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HI, NED. HOW ARE YOU DOING ON 
^HAT PAPER? 

ALMOST HAVE IT DONE HAVE YOU FINISHED 
YOURS » YET? 

NO, I'VE HARDLY STARTED. 

WHAT HAVE YOU BEEN DOING? IT ' S DUE ; : ■ 

NEXT WEEK! 

I KNOW, I KNOW. BUT I'VE BEEN GETTING 
SLEEPY EVERY NIGHT AFTER I GET HO^£E 
FROM WORK AND I HAVEN'T FELT LIKE WORKIli 

.ON IT.- . , 

WHAT ' S THE MATTER? WHY CAN ' T YOU STAY ; 
• AWAKE? - 
WELL, IT COULD BE SOME NEW MEDICINE I'VE 
BEEN TAKING .... 
WHAT ARE YOU TAKING? 

I WASN'T GOING TO TELL ANYBODY 'CAUSE - 
I DON'T WANT MY PARENTS TO FIND OUT, BUT 
THE DOCTOR PUT ME ON TRANQUILIZERS — : 
VALIUM! 

WHY DON'T YOU ASK THE DOCTOR ABOUT. IT? 

'l PROBABLY WILL, BUT, I HATE TO SPEND ; 

ANOTHER $15 TO GO IN TO SEE HIM IF THE ; , 

VALIUM ISN'T CAUSING IT AND IT'S JUST MY 
LAZINESS. 

WELL, WHILE WE'RE IN THE LIBRARY WHY 
DON'T YOU LOOK VALIUM UP A2JD SEE IF IT . 
COULD CAUSE DROWSINESS. IF IT CAN, THEN: 



^Pa tron 1 
Friend 

librarian He/she is writing and 
vorklng with sheets of paper. 
Patron 1 Wanders past the desk, 
obviously confused about using the 
library 

Librarian Does not look up at 
patron. 

jPatron 1 i^proaches the desk 
hesitantly. 

Waits for a few moments , but 
librarian docs not notice him. 
librarian Continues to glance at 
the papers she/he was working on. 
Sits slumped in chair. 
Patron 1 
Librarian 



COULD GO IN AND SEE YOUR DOCTOR ABOU? 
GETTING A NEW PRESCRIPTION. 
THAT'S A GOOD IDEA.. V/HERE SHOULD I 
LOOK, THOUGH? 

X DON'T KNOW. MAYBE IT WOULD BE LISTED 
IN CHEMICAL ABSTRACTS. 



EXCUSE ME. . . . 



YES, MAY I HELP YOU? 



DO YOU HAVE CHEMICAL ABSTRACTS 
:YES, we DO. IT'S ON INDEX TABLE H. 



Patron 1 Goes to find Index Table 



H. 

gatiroh 2 Approaches desk. 



'arlan 

ERICTT" 
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HAS THE NEWEST SCIENTIFIC AMERICAN COME IN 

YET? I DIDN'T SEE IT ON THE SHELF. ' 

PROBABLY NOT. IT USUALLY DOESN'T COME IN 
iiMTTT rm-B run nr •ptir rmv • 



V 



Patrcn 2 

Seems disappointed, walks away. 



OH. O.K., THANKS. 



Patrort 3 



WHERE ARE THE COPY MACHINES? 



Librarian 

Testily. Speaking as If 
by rote. 



CP PAST THE CARD CATALOG, TO THE LEFT. 
AND Wm THE STAIRS. THEY"RE IN THE 
FIRST ROOM TO THE RIGJ'T. 



Patron 3 



WHICH WAY IS THE CARD CATALOG? I'VE NEVE 
USED THIS LIBRARY BEFORE. 



?^lbrarlan 

Points, but does not 
look up. 



OVER THERE. 



Patron 3 



Wanders off uncertainly, 



Patron 4 



I NEED SOME HELP. I'M DOING RESEARCH 
ON WALT WHITMAN, AND I WANT TO LOCATE AN 
AVAILABLE MATERIAL CONCERNING THE EFFECT 
OF HIS HOMOSEXUALITY ON HIS POETRY. 



ERIC 



Libraria n 

Reacts to the question with 
unca&iness and is slightly 
offended. 



Turns avay, 

Patr<?n 4 
DLscouragcd 
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WELL, I DOUBT THAT TOO MCCl: HAS BEEN 
WRITTEN ABOUT THAT. WHY DON'T YOU LOOK 
IN TEE CARD CATALOG UNDER WALT WHITMAN; 
THERE MAY BE SOME BOOKS ABOUT HIS POETRY 
LISTED. 



I'VE ALREADY CHECKED THE BOOKS IN THE 
CARD CATALOG. NONE OF THEM DISCUSS HIS 
HOMOSEXUALITY IN ENOUGH DETAIL. ISN'T 
THERE SOMElfflERE ELSE I COULD LOOK? 



Librarian 



Soneuhat anxious 

to end the discussion « I DOUBT THAT WE HAVE ANYTING IN OUR 

COLLECTION THAT WOULD GO INTO THAT. WHY 
DON'T YOU TRY THE STATE LIBRARY? 



Patron 4 

Di8api>ointed UELL» I GUESS I'LL HAVE TO TRY THAT. 

THANKS FOR YOUR HELP. 



Patron 1 

Passes the reference desk again » 
on his way to leave the reference 
section of the library. 



Librarian 

Staying behind the 
desk: almost has to shout for 
the patron to hear since he's 
several feet avay* 



DID YOU FIND WHAT YOU WANTED IN CHDflCAL 
ABSTRACTS? 



Patron 1 



NOT REALLY^ BUT IT's NOT THAT IMPORTANT... ; 



Starts to leave. 



Librarian 



WELL, HAYBE X CAN HELP YOU. WERE 

YOU LOOKING FOR INFORMATION ON A CHE^aCAL? 



Patron 1 

Opening up a 

He ^8 hoping taay sht. 

can help hlo. 



HO, NOT REALLY... 



Librarian 



WHAT WERE YOU TRYING TO FIND? 



Patron 1 



1 WAS LOOKING FOR SOME INFORMATION ON DRUGS. 



Librarian 



ERIC 



PERHAPS YOU DIDN'T USE TKZ RIGHT SUBJECT 
HEADING. DID YOU LOOK !5>a)ER THE WORD 
165 •'DRUGS" OR SOME (mU TERM? 



Patorn 1 



WELL. ACTUALLY, I COULN'T FIGURE OUT HOW 
TO USE IT. 



Librarian 



WOULD YOU LIKE ME TO SHOW' >0U? 



Pat ron 1 

Xudlcates he^s about 
tc leave. 

Librarian 



HO, I DON'T REALLY HAVE TIME TO TRACK' 
DOWN ANY ARTICLES NOW ANYtVAY. 



Patron 1 

Seems like he 
is about to tell 
her what he's really 
f^ing to find out« 



Librarian 

Interrupting him. 
She's getting 
liapaticnt. 



Patron 1 



Getting defensive. 



Librarian 



F'itron 1 



WELL, POE55IBLY WE COULD FIND THE INFORMAT 
YOU NEED SOMEWHERE ELSE, ARE 'YOU 
WRITING A TERM PAPER? 



NO, I JUST... 



WELL, IS IT FOR A PAPER OR FOR SOMETHING 
ELSE? 



I JUST NEEDED TO riiV;) CUT ABOUT THE-I. 



J5JCH INFORMATION DID YOU WANT ON 
DRUGS? 



NOT MUCH. JUST ENOUGH TO KNOW A LITTLE 
ABOUT THEM: THEIR SIDE EFFECTS AND ALL. 



Librarian 

Ignoring the hint 
tovard the real 
query. 
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O.-Kr 1*VE CM A BOOK HERE ON THE RFADY 
REFEREUCE SHnLF THAT HAS INFORMAT.'.0H 
DRUGS. WHY DON'T YOU LOOK AT XT. 



-6- 



7 



Patron 1 

Ta1cG» the book to another table. 
Flips through the book, looks at 
the index under Valium. When he 
sees the librarian isn't looking, 
he gets up and leav. s the book 
on the table. Goes out. 
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Well-Negotiated Query 



Patron 

Walks slowly past the 
reference desk, hesitates as 
if considering asking a question, 
but starts to walk on • 



Librarian 

Looks up, puts down papers 
s/he was handling. 



COULD I HELP YOU? 



Patron 

Uneasy; he didn't 
really want to 
disturb the librarian 



I JUST WANTED TO FINcTtPHE COLLEGE 
CATALOGS. 



Librarian 



THEY ARE OVER HERE. 



Gets up from behind 
the desk and walks a 
few steps toward them. 



DO YOU WANT TO LOOK AT ANY 
SPECIFIC CArjALOG? 



EKLC 



fatron 
Easxng up a 
little bit - 
the librarian 
night be able to 
help him after 
all. 



Librarian 

Sensing his need 
for further help. 



Patron 
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CARNEGIE-MELLON, I THINK. 



HERE IS THE CATALOG FOR CARivEGIE- 
MELLON. WHAT TYPE OF INFORMATION 
ARE YOU I.\'Ti?RESTED IN FINDING? 



I NEED TO LOOK UP WE THAMES OF TIv'O 
PROFESSORS: FUGOSSX MW CO^^ROY. 



Librarian 



WHAT DO YOU WANT TO KNOW ABOUT 
THEM? 



Patro n WELL, I WEED TO KNOW WHICH OF THE?1 

" SPECIALISES IN PROPERTIES OF COAL. 



Librarian 

Nods and indicates 
attention 



Patron 

Frustrated/ 
because he doesn't 
feel he has enough 
information to 
find anything out 
about these people 



ACTUALLY, I'M NOT EVEN SURE IF THEY 
WORK AT CARNEGIE-MELLON OR 
SOMEraERE ELSE. 



Librarian PERHAPS WE CAN ALSO LOOK FOR THEM 

IN ANOTHER SOURCE IF THEY'RE NOT. 
LISTED IN THE CATALOG. YOU WOULD 
LIKE TO KNOW WHICH OF THESE TWO 
IS A SPECIALIST IN THE PROPERTIES 
OF COAL? 



Patron 



YEAH. 



Librarian 



IS THERE ANYTHING ELSE YOU'D LIKB 
TO FIND OUT ABOUT THEM? 



Patron 



Librarian 



WELL, I SHOULD PROBABLY READ A 
COUPLE OF ARTICLES BY THE ONE 
WHO'S THE COAL SPECIALIST. 



ALL RIGHT, V7E CAN TRY TO FIND 
SOME ARTICLES. WHAT TYPE OF 
INFORMATION APJ: YOU HOPING TO 
FIND IN THE ARTICLES? 



Patron I'M TRYING TO WRITE A PAPER FOR 

my geology class, and the professor 
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SAID THIS GUY AT CARNEGIE-MELLON 
is REALLY WELL AND I COULD 

USE HIM AS A REFERENCE. 



Librarian 



WHAT IS YOUR PAPER ABOUT? 



Patron 



IT'S ABOUT COAL FORI^JiTIONS . 



Librarian 

Beginning to 
realize that he 
was not asking 
for what he 
really needed. 



THEN YOU'D LIKE TO READ THE ARTICI 
BY THIS SPECIALIST TO GATHER 
MATERIAL FOR YOUR PAPER? 



Patron 

Pleased that 

s/he may be 

able to help 

him even tho 

he didn ' t have 

very much information 

to give her . 



YES. 



Librarian 



Pati-on 



Librarian 



QOULD YOU USE INFORMATION ABOUT 
bOAL FORMATION FROM OTHER SOURCES 
AS WELL? 

OH SURE . MY PROFESSOR WAS JUST 
TRYING TO HELP ME GET STARTED ON 
THE PAPER. 



WE CAN FIND SOME INFOW-IATION ABOUT 
COAL FORMATION IN SOME ADDITIONAL 
SOURCES THEN. HOW WILL YOU BE 
TREATING COAL FORAMTIONS IN YOUR 
PAPER? 



Patron IT WILL BE ABOUT COAL FORMATIONS 

' IN THE SOUTHEASTERN UNITED STATES. 

I NEED TO TELL WHERE THEY ARE 
AND HOW LONG THEY WILL LAST. 

Librarian WILL YOU COVER ANYTHING ELSE IN 

YOUR PAPER? 
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Patron 



THAT'S ALL. I JUST HAVE TO TELL 
HOW MUCH COAL THERE IS IN THAT 
REGION AND HOW LONG IT WILL 
PROVIDE US WITH FUEL. FOR THE 
REST I'M SUPPOSED TO WRITE MY 
OPINIONS ON USING IT WISELY. 



Librarian 



SO, YOU NEED TO HAVE DATA ON THE 
LOCATION AND AMOUNT OF COAL RESERVES 
IN THE SOUTHEASTERN UNITED STATES? 



Patron 



YES, THAT'S- RIGHT, 



Librarian 



Gets a book from 
the ready reference 
shelf next to the 
desk. 



THIS BOOK SHOWS THE RESERVES 

IN 1974. IS THAT CURRENT ENOUGH 

FOR YOUR PAPER? 



Patron 

Happy to have 
something to 
start working 
with 



YES, THAT WILL DO FINE. 



Librarian 



Patron 



WOULD YOU STILL LIKE INFOR^L!VTION 
ABOUT OR ARTICLES BY THE COAL 
SPECIALIST AT CARNEGIE-MELLON. 



NOT NOW ANYT-7AY. I MAY BE ABLE TO 
DO THE PAPER V7ITH0UT IT. 



Librarian 



I'LL LEAVE YOU WITH -THIS BOOK THEN, i 
IF YOU NEED ANYTHING ELSE PLEASE ASK.i 



Patron 



O.K., THANKS. 



ERIC 
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GOOD NEGOTIATION POOR NEGOTIATION 

* ■ • ' ' ' 

Librarian uses open questions in the librarian initetrupts patron as he attempts to . 

Initial stages of negotiation discuss his infonnatipn needs 

Encourages patron to discuss his ^ Uses closed questions too early in the inter* 

information need view 

Suronarizes or paraphrases the patron's ,^ Doesn't give patron full attention 

query to insure mutual understanding 

^ Reacts subjectively to the content of the query 

Makes eye contact with patron 

Is too quick to state that the query cannot.be- 
Gives patron full attention answered 

Remains objective about the content of _ Places patron on the defensive i 

the query 



. Exhibits uneasiness in working with patron 

Attempts to make patron to feel at ease 
Follows the patron's line of thought . ^ 

Shows empathy for the patron 

I ■ 

Is aware of nonverbal clues •. 
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ABSTRACT 



A preliminary analysis is given of 1658 reference queries 
answered in 27 U.S. public libraries in 1976. The queries 
are grouped according to an indexing scheme developed 
for teaching the message selection step of the reference 
process. About four out of ten queries were for general 
background on a subject, about a third of the queries were 
for facts other than publication facts, one out of ten 
queries were about specific publications and the remaining 
queries were about words or phrases , their meaning, 
translation, or use. 
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A SURVEY OF REFERENCE QUERIES 
ANSWERED IN PUBLIC LIBRARIES 



In 1976, a number of public libraries in the United States were 
asked to submit records of queries answered during a week or less. The 
objectives of this survey were to collect queries for use by students 
in reference courseij and for studying search strategy used in answering 
reference queries. The preliminary analysis of the queries may be of 
interest to both participating librarians as well as others and that is 
the reason for this report. 

Ir. February 1976, 64 U.S. public libraries serving populations of 
100,000 to^ 500,000 were asked to submit records of 60 to 75 queries 
answered during the period of a week or less. Records of all queries 
except directional ones were asked to be submitted. For each query 
submitted, the library was to record on a form the query as originally 
received, the negotiated query as answered (when applicable) , and the 
answer and/or bibliograi)hic citation provided. The initial letter with 
instructions for completing the form, and a copy of the form are given 
in Appendix A and B respectively. The libraries were selected from the 
1974-1975 American Library Directory (1). Sampling was started on page 
five of the Directory and continued every fifth page to the end of the 
volume. A library was selected if it met the criteria for being a public 
library serving a population of 100,000 to 500,000 and if its entry started 
on the sample page. One public library that met the sampling criteria 
was excluded because it participated in another survey at the time of our 
study. Twenty-eight public libraries agreed to participate in the survey 
and 27 out of the 28 libraries sent records of 1787 queries. Of these 
1787 queries, 38 directional queries, 22 queries that were incompletely 

•(1) R.R- Bowker Co., New York, 1974. 
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recorded, and 69 queries that were unanswered had to be discarded, leaving 
a total of 1658 usable queries • 
Query Indexing 

The 1658 queries are indexed by a scheme developed as part of a project 
designed to teach the decision-making steps in the reference process. The 
reference process is divided into the following decision-making steps: 

(1) Message selection from the query statement 

(2) Identification of queries to be negotiation and query negotiation 

(3) Selection of types of answer-providing tools 

(4) Selection of specific answer-providing tool with the aid of 
lead-in tools 

(5) Selection of search headings 

(6) Selection of answer 

In the message selection step, key words or phrases in the query 
statement are selected with the aid of broad concepts called "wanted 
descriptors" and "known descriptors." Message words are divided into 
two broad categories: words that identify what is wanted and words that 
identify what is given or known. For example, in the query statement 
"What is the home address of Presidential candidate Jimmy Carter?" , 
"home address" identifies what is wanted and "Presidential candidate 
Jimmy Carter" identifies what is given or known in the query. These 
wanted and known terms in query statements have, in turn, been translated 
into the broader concepts of wanted and known descriptors. In the above 
example, the wanted descriptor is "addresses" and the known descriptor 
is "persons." The list of wanted and known descriptors is reproduced in 
Table 1. 

In Table 3, the 1658 queries collected are first grouped by wanted 
descriptors. The wanted descriptor is given in all capital letters in 
the center of the page. The second breakdown is by known descriptor which 



TABLE 1 

LIST OF WANTED AND KNOWN DESCRIPTORS 



WANTEDS (Types of Expected Answers) 

Dates (specific dates) 
Events (involving people) 
Illustrations 
Numeric information 

a. properties (scientifically measured) 

b. statistics (involving counting) and other 
Organizations 

Persons 

Addresses and general locations 
Publications 

a. citations (including bibliographies) 

b . document locations 

c. verification or completion of bibliographic data 
Terms or subjects 

a. abbreviations 

b. words, phrases, definitions 

c. abstracts, annotations, recommendation of publications 

d. general or background information 
Unspecified or other 

KNOWNS (Types of Access Points) 

Abbreviations 

Dates (specific dates) 

Events (involving people) 

Illustrations 

Organizations (specifically named; includes corporate authors) 

Persons (specifically named; includes authors) 

Places 

Terms or subjects (other than specific types already listed) 
Titles ot publications (specifically named) 
Unspecified or other 
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Is labelled as such. The third breakdown is by sub-ca^.egory within 
known descriptor, again labelled as such. Far each of the three 
categoriej^ ~ vanted descriptors, knowr* de?^;Criptors , and sub-categories 
both the number of queries and the percentage of the total number of 
1658 queries are given. An example of a niiery is given for the lowest 
breakdown within the wanted descriptor. T be the wanted 

descriptor, the known descriptor or the s gory. 
Discussion of Results 

While a relatively large number of queries were collected over a 
short period of cime, no claim can be made that th 3se queries are a 
representative sample of queries answered in public libraries. A 
test of significance would entail a second sampling of the libraries 
to determine whether similar results are obtained. This, is not planned 
at this ^i'ue; Despite this limitation of the survey, some general 
comments about the queries will be made. 

To provide a profile of the queries answered by the 27 public 
libraries, the 1658 queries have been put into four types. This was 
done by combining the queries listed under the 14 wanted descriptors 
into the four types of queries given in Table 2. The most frequent 
type of query was the "general background on a subject" query. Over 
four out of ten queries fell into this group. Next in frequency was 
the query for factual information other than facts about publications. 
About a third of all of the queries dealt with facts about people, 
organizations or products. Queries about specific publications or 
parts of publications, recommendations, abstracts, and verification 
accounted for about one out of ten queries. The remaining queries, 
also about one out of t en ,^ were about words or phrases, their 
definition, translation, or usage* 
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Table 2 

TYPES OF QUERIES ^ 

Percentage of 

Query Type Total Qiierles 

Background infonnation on 

a subject • 41.1 % . 

(General infonnation) 

Facts other than about 

publications 36.0 % 

(Addresses /locations , dates, 
events, organizations, 
persons, properties, 
statistics) 

About specific publications 13,6 % 

(Abstlacts, annotations, 
recounnendations , citations, 
illustrations, verification) 

About words and abbreviations 9.2 % 

(Words, phrases, abbreviations) 

Further analysis of the records of the queries is planned. We will 
look at the queries in terms of types of answer-providing tools, e.g. 
direcnorieB, that were used for answering the different types of queries. 
Then we will list alternative types of tools that either were or could have 
been used for answering different types of queries. If time permits , the 
same queries will be searched with different types of tools to collect data 
that might be of ascii'tance in developing search strategy for answering 
reference queries. The queries will also ha examined in terms of type of 
training required for answering them. A preliminary analysis led to the 
conclusion that subject training (graduate or undergraduate training in 
a subject) is not required for answering these queries. We are also 
interested in learning what portion cf the queries require training in 
library science and what portion of the queries can be answered by persons 
without such training. 

ISO 
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TABLE 3 

QUERIES GROUPED BY DESCRIPTORS 



Explanation of entry format: 



CATEGORY 
GROUPING: 

CATEGORY : 

SUB CATEGORY: 



Wanted 
Descriptor 

ADDRESSES OR LOCATIONS 
KNOWN: Organizations 



Number of 
Queries in 
Category 



Percentage 
of Total 
Usable Queries 



216 
167 



(15.7%) 
(10.1%) 



SUB CATEGORY: Education 20 (1.2%) 
EXAMPLE: What is the address for Lafayette 
College in Pennsylvania? 



ABBREVIATIONS 1 (.1%) 
KNOWN : Terms /sub j ects 1 ( . 1%) 

EXAMPLE: What is the abbreviation for birth certificate? 



ABSTRACTS, ANNOTATIONS, RECOMMENDATIONS 53 (3.2%) 



KNOWN: Persons 30 (1.8%) 

EXAMPLE: How do I find critical essays on John Steinbeck? 

KNOWN: Terras /subjects 5 (.3%) 

EXAMPLE; Do you have anything which would index Biblical references 
in literature? 

KNOWN: Titles 18 (1.1%) 

EXJ'^MPLE: I want a synopsis of the opera "Die Meistersinger Von NurnbergV 



ADDRESSES OR LOCATIONS 261 (15.7%) 



KNOWN: 



Organizations 167 (10. 1%) 



SUB CATEGORY: 
EXAMPLE: 



Business/Trade 95 (5.7%) 

Can you give me the addresses for the following 
companies - Revlon, Cover Girl, ClairoJ , Max 
Factor? 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEC-Vf: 
EXAMPLE: 



SU3 CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



Education 20 (1.2%) 

What is the address for Lafayette College In 
Pennsylvania? 

Government 23 (1.4%) ^ ' 

I want the correct »^.Wress >5 ^he Federal 

Conmmni cat ions Cci: iciion in Washington, D.C. 

Profes^sional Or;g^jii2ations 10 (.5%) 

Do you have the itidress of the Major League 

Baseball Players ^Association? 

Services 19 (1.1%) 

I need the address of the Rockefeller Foundation. 

. -6. 181 



AJ)DRE^SSES OR LOCATIONS (Cont.) 



KNOWN: 



Persotifl 45 (2.7Z) 



SUB CATEGORY! 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



Government 17 (1.0%) 

Do you ha/e the Washington, D.C. address of 
Senator Prosanire? 

Professionals 10 (.6%) 

Do you have Ralph Nader's address? 



SUB CATEGORY: Names in news (not govt, and prof.) 10 (.6%) 

EXAMPLE: What is the address of Bob Tope? 

SUB CATEGORY: Othet 8 (-5%) 

EXAMPLE: What is the address of John L. McKenzie, a priest? 



KNOWN: 



Places Al (2.5%) 



SUB CATEGORY: Addresses/LocHtions Al (2.5%) 

EXAMPLE: What is the ^.Jdress of the new Ni?.gara Falls, N.Y, 

Convention Ceater? 



KNOWN: Titles of publications 8 <.5%) 

EXAMPLE: P need the address of B its and Pieces magazine. 
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CITATIONS ?7 (1.6%) 



KNOWr/? 
BXAilPLEJ 

KHOWN: 
£Xj\MPLF : 



Persons (authors) 16 (1.0%.) 

Can you give me a list of the complete writings or Kark Twain? 
Terms /sub jc;cts 8 (.5%) 

Do you have a list of periodicals that deal with children's 
literature^ 



KNOWN: Titles 3 (.2%) 

EXAhfFLE: What is the official title of the Prohibition Act? 



DATES A9 (3.0%) 



E}:AMPLE: 



KNOWN: 
EXAMPLE: 



Dates A (.2%) 

What is the date of the Sunday before the first Monday in 
January 1981? 

Events 22 (1.3%) 

What was the date of EasLer in 1955? 



182 



DATES (Cont.) 



KNOWN: Persoas 10 (.6%) 

EXAMPLE: When did Judy Garland die? 

KNOWN: Terms/subjects 13 (.8%) 

EXAMPLE: When were Kennedy half-dollars first minted? 



DOCUMENT LOCATION 40 (2.4%) 



EXAMPLE:- Does the library have the lyrics and music to "You're a Grand 
Old Flag"? 



EVENTS 10 (.6%) 



EXAMPLE: What famous event took place during Thomas Jefferson's 
presidency? 



GENERAL INFORMATION 682 (41.1%) 



KNOWN: Events 10 (.6%) 

EXAMPLE: I need a list of Olympic events in which women participate. 
KNOWN: Organizations 42 (2 .5%) 



SUB CATEGORY: 
EXAMPLE. 



Business 18 (1.1%) 

What is the correct name of Zayre Corporation? 



3UB CATEGORY: Education 8 (.5%) 



EXi^MPLE: 



Do you have any information on Al-Azhar University 
in Cairo? 



SUB CATEGORY: Government 4 (.2%) 



EXAMPLE: 



T need information on the U.S. National Healch 
:jt?rvice Corps and their program. 



SUBCATEGORY: Professionals 3 (.2%) 



EXAMPLE: 

SUB CATEGORY : 
EXAMPLE: 



Is the South Caroline Society of Poets legitimate? 
.^arvices 9 (.5%) 

Do you have any information on St. Jude's Children's 
Hospital? 
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GENERAL INFORMATION (Cont.) 



KNOWN: 



Persons lOA (6.3%) 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 

SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



Government 30 (1.8%) 

Is Henry Cabot Lodge now the Ambassador of 
Argentina? If not, what office does he hold? 

Names in news (not govt., prof., or religious) 21 (1.3%) 
I need biographical information about Art Buchwald. 

Professionals 28 (1.7%) 

Do you have biographical information on Dr, Evan 
Shute, a Canadian doctor who has done work with 
Vitamin E? 

Religious 6 (.4%) 

Please find some biographical information on 
Alexander Campbell, founder of the Disciples 
Christ. 



SUB CATEGORY: 
EXAMPLE: 



Other 19 (1.1%) 

What are the blrthdates of Spencer T, Olin and 
Ann W. Olin and how are they related to John M, 
Olin? 



Places 51 (3.1%) 

SUB CATEGORY: United States 31 (1.9%) 

EXAMPLE: Why is Connecticut called the "Nutmeg State" 

and the "Constitution State?" 

SUB CA 5G0RY: Non-United States 20 (1.2%) 
EXAMPLE 1 What is the botanical name and description of 

the national flower of Germany? 

KNOWN: Terms /Subjects 475 (28.6%) 

SUB CATEGORY: Anthropology /archaeology 9 (.5%) 
EXAMPEE: What and when was the Cretaceous period? 

SUBCATEGORY: Arts/Crafts 38 (2.3%) 

EXAMPLE: Do you have any information on braiding or 

spinning horse hair for making ropes? 

SUB CATE/30RY: Business 15 (.9%) 

EXAMPLE: I T:;'Ould like some information on the history 

and process of carpet manufacturing. 

SUBCATEGORY: Education 11 (.7%) 

EXAMPLE: ^ I need a brief explanation of the Montessori 
methci of teaching. 
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GENERAL INFORMATION (Cont.) 



KNOWN: Terms /subjects 

SUB CATEGORY: Equipment 18 (1.1%) 

EXAMPLE, Do you have some information on aircraft maintenance? 

SUB CATEGORY: Etiquette 19 (1.1%) 

EXAMPLE: How do you address a social invitation to our 

city mayor who is a woman? 

SUBCATEGORY: Geography /Travel 10 (.6%) 

EXAMPLE: What is the source of the Mississippi River? 

SUB CATEGORY: History 63 (3.8%) 

EXAMPLE: Which of the two flags used by the Confederate 

forces in the Civil War was used for battle? 

SUB CATEGORY: Home crafts 32 (1,9%) 

EXAMPLE: Where can I find information and Ideas on using 

old barnwood for decorating and remodeling my house? 

SUB CATEGORY? Law 51 (3,1%) 

EXAMPLE: IThat were the Buckley Amendment and the Family 

Privacy Act? 

SUBCATEGORY: Literature/language 34 (2.0%) 
EXAMPLE: What is romanticism in literature and what are 

it''s elements? 

SUB CATEGORY: Medicine 24 (1.4%) 

EXAMPLE: What is the correct way to bandage weak ankles to 

help strengthen them? 

SUB CATEGORY: Music 7 (.4%) 

EXAMPLE: What is the meaning of double exposition as it 

applies to Mozart's piano Concerto in C minor? 

SUBCATEGORY: Natural Sciences? 39 (2.4%) 

EXAMPLE: What is the life expectancy of the Galapagos turtle? 

SUB CATEGORY: Occupation 22 (1.3%) 

EXAMPLE: What is the nurAber of years of schooling required 

to become a general practitioner, a researcher, 
and a specialist? 

SUB CATEC-ORY: Physical Sciences 28 (1.7%j 

EXAMPLE: I need an ^-vpi^ , jn of an electric arc. 

SUB CATEGORY: Social Sciences 24 (1.4%) 

EXAMPLE: I- need material on the rehc«.bii-J t^^tion of for^ier 

P.O.W. 's from the VletnamtiB-e war. 
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GENERAL INFORMATION (Cont.) 



KNOWN : Terms/sub j ects 

SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY; 
EXAMPLE: 



Sports 12 (.7%) 

Do you have any information on the rules and 
regulations of how to play rugby? 

Other 19 (1.1%) 

I would like some information on organizing a 
church library. 



ILLUSTRATIONS 65 (3 . 9%) 



KNOWN: Persons 6 (.4%) 

EXAMPLE: Please find a picture of Susannah Wesley. 
KNOWN: Places 13 (.8%) 

EXAMPLE: I need a picture of the memorial of the place where J.F. Kennedy 
was assassinated. 



KNOWN: Terms/subjects 46 (2.8%) 

SUB CATEGORY; Biology 11 (.7%) 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



I need color pictures of mushrooms. 
Equipment 9 (.5%) 

I need the- wiring diagram for windshield wipers on 
a 1974 Olds Cutlass. 

Fashion/Clothes 10 (.6%) 

I need a picture of the protective clothing worn by 
ice-hockey players. 

Other 16 (1.0%) 

Kow many stars were ia the 1882 U.S. flag and how 
were they arranged? 



ORGANIZATIONS 60 (3 . 6%) 



KNOWN: 



Terms /subjects 60 (3.6%) 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE: 



Business/trade 35 (2 . 1%) 

What companies manufacture windmill g^jnerators in 
Australia, Holland, and Sweden? 

Education 12 (.7%) 

Could you give me the names and addresses of art 
institutes in Ohio? 
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ORGANIZATIONS (Cont.) 



KNOWN: 



Terms/subjects 

SUB CATEGORY: Government 13 (.8%) 

EXAMPLE: Is there a list of state and federal agencies 

dealing with air and water pollution control? 



PERSONS 77 (4.6%) 



KNOWN: Events 4 (.2%) 

EXAMPLE: Who were the lawyers in the Scopes Trial? 
KNOWN: Illustrations 2 (.1%) 

iiXAMPLE: Who painted the "Signing of the Declaration of Independence 
which appears on the back of the new two dollar bill? 

KNOWN: Organizations 34 (2.0%) 



SUB CATEGORY: 
EXAMPLE: 



SUB CATEGORY: 
EXAMPLE; 



Business/services 13 ( .8%) 

What is the name of the president of Lensol 

Fabrics Co. , in Los Angeles? 

Government 21 (1.3%) 

Who are the members of the task force to study 
questionable corporate payirisnts abroa<^? 



KNOWI^: Persons 8 (.5%) 

EXAMPLE: Who was Secretary of State when Sumner Welles was his assistant? 

KNOWN: Places 13 (.8%) 

EXAMPLE: Who is the governor of Alaska? 



KNOWN: 



Terms /subjects 11 (.7%) 



EXAMPLE: Who invented the first adding machine in 1642? 
KNOWN: Titles of publications 5 (.3%) 

EXAMPLE: Who played the Cowardly Lion in "The Wizard of Oz?" 



PROPEiRTIES 50 (3.0%) 



KNOWN: Places 17 (1.0%) 

EXAMPLE: wTiere are the highest and lowest elevations in San Antonio, Texas 
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PROPERTIES (Cont.) 



KNOWN: 



Terms/subjects 33 (2.0%) 



SUB CATEGORY: 
EXAMPLE: 

SUB CATEGORY: 
EXAMPLE: 

SUB CATEGORY: 
EXAMPLE: 



Conversion from one unit of measure to another 8 (•SX) 
How many square feet are in an acre? 

Food Values 5 (.3%) 

How many calories are in an apple? 

Monetary Values 5 (.3%) 

What is the rate of exchange of Italian lira to 
U.S. dollars? 



SUB CATEGORY: 
EXAMPLE: 



Sports 7 (.4%) 

In professional boxing, what are the weight limits 
for the bantamweight, weilterweight , and middleweight 
divisions? 



SUB CATEGORY: 
EXAMPLE: 



Other 8 (.5%) 

How tall is a full-grown Clydesdale horse and 
how much does he weigh? 



STATISTICS 91 (5.5%) 



KNOWN: Organizations 13 (.8%) 

EXAMPLE: What was the selling price of General Motor's stock on February 
1 and August 1, 1975? 



KNOWN: 
EXAMPLE: 

KNOWN': 



-rsons 3 (.2%) 

aat was Ty Cobb's lifetime batting average? 



Places 35 (2.1%) 



SUB CATEGORY: 
EXAMPLE : 



Population 21 (1.3%) 

What is the number of persons in the U.S. over 65 
according to the 1970 census? 



KNOWN: 



SUB CATEGORY: 
EXAMPLE: 



Other 14 (.8%) 

What is the seating capacity of the stadium used 
by the Minnesota Twins for home games? 



Terms/subjects 40 (2.4%) 



SUB CATEGORY: 
EXAMPLE: 



Business 15 (.9%) 

What percentage of the housing industry in the 
U.S. i mobile homes? 
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STATISTICS (Cont.) 



KNOWN: Terms/subjects 



SUBCATEGORY: Natural Sciences 8 (.5%) 

EXAMPLE: How many wild whooping cranes are in the U.S. 

not in captivity? 

SUBCATEGORY: Population 10 (.6%) 

EXAMPLE: UoMt ii? the nxinber of women studying to become 

lawyers and medical doctors in the U.S.? 

SUB CATEGORY: Other 7 (.4%) 

EXAMPLE: Who is older: Goofy or Mickey Mouse? 



VERIFICATION OF PUBLICATIONS 41 (2.5%) 



PARTIAL CITATION WANTED 26 (1.6%) 

EXAMPLE: What was the exact date of publication of Open at Your Own Risk ? 
FULL CITATION WANTED 15 (.9%) 

EXAMPLE: • Is there a newer edition of the book Your Investments edited by 
L. Barnes, CAmerican Research Council). Patron has 1969 edition. 



WORDS, PHRASES OR DEFINITIONS 151 (9.1%) 



KNOWN: 



Tenns/subj ects 151 (9 . 1%) 



SUB CATEGORY: 
EXAMPLE: 



Etymology 9 (.5%) 

What is the meaning and origin of the name "Matthew"? 



SUB CATEGORY t 
EXAMPLE: 

SUB CATEGORY: 
EXAMPLE: 

SUB CATEGORY:. 
EXAMPLE: 



Giratmnar 7 (.4%) 

What is the correct possessive form for "each other." 

Identification of word > phrase, or abbreviation 23 (1,^ 
What is the word f r fear of heights? 

Spelling/Definition/Pronunciation 92 (5.5%) 
What is t-he vn^?-e^ng— D#~2fadioimmunoassay? 



SUB CATEGORY: 
EXAMPLE: 



Translation 20 (1 . 2%) 

Can you translate this French sentence — On vous 
communriquera votre logement au mois Septembre? 
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APPENDIX A 



School of Library Science 



The Florida State University 
Tallahassee, Florida 32306 




February 20 , 1976 



Dear Colleague: 

We are presently working on a U, S. Office of Education sponsored 
study of the reference process. One objective of this study Is to get 
a better aderstanding of how r^f^tence work is performed. Our hope is 
that the results of this work will be applicable both to the teaching 
and the evaluation of refGrmce work. Thus far, we have developed and 
started testing a model of ref<?!rence process illustrated in the 
attached decision flowchs^S. We are now ready to test this model with 
reference queries actuaXJy ^^:0.^:^iiired in medium size public libraries* 
We have selected mediuur. si^ e >;ublic libraries as our saE>ple in view of 
their long standing dedicstiea to reference work and the wide range of 
queries which they ans:i^r* 

We hope to enlisfl yo-vT cooperation in this work and have made our 
request as modest as po^?f±hle since we are fully aware that your time 
for such an activity m very limited • Specifically, what we would like 
from you and other public libraries in our sample is a record of the first 
60 to 75 queries other than directional (location of fully identified item) 
queries answered during a week* The minimum amount of information needed 
for our study is the statement of the query as answered, recorded on a form 
such as the attached sample. If possible, we would also like to have a 
statement of the query as originally received (if the query had to be 
negotiated) and the answer and/or bibliographic citation supplied. 

ir you are able to assist us in this research project, please return 
the enclosed postcard and we will send you 75 forms and a return envelope. 
As a token of our appreciation for your cooperation we will send you an 
a^jialygis of all the queries collected in the study. 

Thank you for your consideration of this request. 



Sincerely, 




Professor 



GJ/dh 

Enclosures : Flowchait 



Record of Reference Query 
Postcard 
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RECORD OF REFERENCE QUERY 
1. STATEMENT OF QUERY AS ACTUALLY ANSWERED 



2. STATEMENT OF QUERY AS ORIGINALLY RECEIVED 



J. ANSWER AND /OR CITATION SUPPLIED 
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APPENDIX C 



LIBRARIES PARTICIPATING IN THE SURVEY 



Ventura County & City Library 
Ventura, Cal. 

Silas Bronson Public Library 
Waterbury, Conn. 

Central Florida Regional Library 

Headquarters 
Ocala Public Library 
Ocala, Fla. 

Orlando Public Library 
Orlando, Fla. 

Dalton Regional Library 
Dalton» Ga. 

Hammond Public Library 
Hammond , Ind • 

Jefferson Parish Library 
Metarie, La. 

Shreve Memorial Library 
Shreveport, La. 

Saint Clair County Library System 
Port Huron, Mich. 

Warren Public Library, Miller Branch 
Warren, Mich. 

Kansas City Public Library 
Kansas City, Mo. 

Clark County Library District 
Las Vegas, Nev. 

James Prendergast Library Association 
Jamestown, N.Y. 

Rochester Public Library 
Rochester, N.Y. 

Akron-Summit County Public Library 
Akron, Ohio 

Stark County District Library 
Canton, Ohio 



Elyria Public Library 
Elj'ria, Ohio 

Mansfield Public Library 
Mansfield, Ohio 

Jackson County Library System 
Medford, Ore. 

Erie Metropolitan Library 
Erie, Penna. 

Scranton Public Library 
Scrant<>n, Penna. 

Spartanburg County Public Library 
Spartanburg , So . Car . 

Knoxville-Knox County Public Library 
Knoxville, Tenn. 

Beaumont Public Library 
Beaumont, Tex. 

El Paso Public Library 
El Paso Texas 

Norfolk Public Library System 
Norfolk, Va. 

Eau Claire Public Library 
Eau Claire, Wise. 
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Appendix F 



A COMPUTER-SEARCHED AND PRINTED INDEX 
TO REFERENCE QUERIES 



Gerald Jahoda> Afarin Shahravan , and 
Sims Kline 



School of Library Science 
Florida State University 
Tallahassee , Florida 



August 1976 



ABSTRACT 

An index to reference queries prepared with the 
aid of a data management system, the MARS system 
run on the CDC 6500. is described. Ihe index is 
either searched on-!i.ine or printed by computer 
and searched manually. The index is intended to 
be used to select queries to be answered by students 
in a reference course. Other applications in 
libraries are suggested. 

This study was supported by U.S. Office of Education 
Grant //0EC-0-75-Q0619 . 
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search titrategy used (leacl-in tool, answer-providing tool, search headings 
used); answer and/cr bibliographic citation provided. When the query is 
indexed, its level of dirficulty, the relationship between words ia the 
query statement and the subject heading searched, and other aspects of the 
query given in Figure 1, List of Access Points, are also indicated* 

Figure 1 

TYPES OF ACCESS POINTS USED IN INDEX 

1. Accession number of query 

2. Source of query 

3. to 5. Subject of query ^ indexed as: 

- Wanted descriptor 

- ICnown descriptor 

- Modifier 

6. Negotiated queries 

7. Reasons for query negotiation 

8. Types o* answer-providing tools options 

9. Type of answer-providing tool actiialJy used 

10. Lead-in tool used 

11. Relationship between words in query staten ^nt and 
subject heading uspd 

12. Type of answer provided 

13. Level of difficulty of query 

I'Ajfore describing the preparation of tlie index -to the queries, we need 
to point out that the "index package" consists of three parts: the list of 
qiierits, tlic index, and the? answers to the queries* Only the index itself 
is in -Mat-hj no-readable form. Figure 2 illustrates the three parts of a 

rec(->ru of a sinfjle query, the query, the index to the query, and the record 

of .inswiM'. 
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A COMPUTER-SEARCHED AND PRINTED INDEX 
TO REFERENCE QUERIES 



This paper describes a computer-searched and computer-printed index 
to reference queries. The index is prepared with the aid of a data management 
system. Data management systems, defined by Cagan, are software systems 
that permit file generation, maintenance, and reporting in a generalized 
fashion. Data management systems are generalized programs in that they can 
produce a multiplicity of file t>,-es and formats as well as a multiplicity 
of reports (1). Data management systems arc used extensively in business 
and industry for the preparation of sales, inventory, personnel, and other 
records. An advantage of such a aystem is that its user does not have to 
know computer programming. Two recent articles by Collins suggest the 
application of data management systems for the preparation of housekeeping 
records in small and medium size libraries (2,3). 

The specific data management system used for preparing the index 
to reference queries is the HARS (Multiple Access Retrieval System), run 
on Che CDC 6500 computer. The record pr^^pared by MARS can either be printed 
in any desired arrangement or searched on-line by a single access point or 
any Logical combination of access points. Detailed instructions for 
preparing, updating, searching, and printing a MARS file are given in a 
manual published by the Control Data Corporation (4). 
Descri ptio n of the Index and its Preparation 

The queries now included in the index are either actual queries that were 
answered In libraries or queries prepared for students in reference courses, 
lor c.ich query, the following record is kept: statement of query as 
ori«in;illy received and, when applicable, statement of query as answered; 
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Figure 2 



K\iO)KD OF SAMPLI- QUERY INCLUDED IN INDEX 



The query: 

U'haL gauge track does the Valdosta Southern Railroad use? 



Index in machine-re adable form : 

ACCNUM=^00006 

S0URCE=1 

WANT=4B 
KN0W=16 
M0DIF=22 

:>:ecot= 

REASNEG==» 

ATPMAT=E,N 
ATPACT=N 

L£/\D=1 
SUBH=2 

LuVEL=2 — 



Accession number 00006 

Source of query (made up) 

Subject indexed in terms of wanted 
descriptor, known descriptor 
and modifier 

Negotiated query and reason 

for negotiation (does not apply) 

Type of answer-providing tool .that might 
be used and type of answer-providing 
tool actually used (E=encyclopedia , 
N=directory other than biographic) 

Type of lead-in tool (l=card catalog) 

Query words and subject heading 
relationship (2-exact match) 

Type of answer provided (l=a number or 
numbers) 

Level of difficulty (2=average) 



Answer to query and search strategy : 
00006 

Lead-in tool: 



Access point in 
ieadrtin tool: 

Answer-provid ing tool: 

Across point in 

. • :i s a'c p rov i < i i i. tool: 

AnswL'r : 



subject card catalog 
Railroads- Yearbooks 

Jan e's Worl d Ra ilways 1971/72, p. 320 

Valdosta Southern Railroad 
4 feet, 8 1/2 inches 
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The access points nay also be printed by columns rather than rows for ease 
of scanning. 

The preparation of the index in machine-readable form, the MARS file, 
entailed the following steps: 

1. Code design 

2. ^^3signment of accession number to each query 

3. Coding of queries 

4. Keypunching of queries 

5. Creation of ^lARS file 

Two of these steps require further explanation. Code design consists 
of specifying the location, length and type of code for each type of access 
point. The creation cf the MARS file consists of entering the punched 
cards on disc and the preparation and execution of a comr^iand file that 
converts the punched card images into MARS searchable form. The command file 
consists of about 30 statements and is prepared as well as executed at a 
terminal. The resulting MARS file is searched on-line by single access point 
or by any logical combination of access points. The search result may 
ran«e t. rom an accession number for a single query to every access point 
for every query included in the index. The latter search result is the 
manually searched index. 

Time a nd Cost Estimate for Preparing MARS File 

The following time and cost estimates are only for the preparation of 
the MARS file and do not include the intellectual aspects of indexing. About 
five hours were spent in code design and four hours in the .preparation and 
execution of the >URS command file. The coding of the access points of a 
<HM*rv .nivi vocL-iding tiie codes on a work sheet took about two minutes per query. 
r\'y.<i;iw h i jiv'. nnd verifying took another two minutes per query. 

The ;ju-Iine printing of the index to 188 records varies with the number 
iL-nainal users at the time of using the file and the speed of the terminal. 
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On the average, it takes about 30 minutes with a 10 characters-per-second 
teletypewriter. The computer cost is difficult to estimate because of the 
variety of charges entailed. The preparation of the MARS file and the printing 
of the index to 188 records was estimated by our Computer Center personnel 
to be less than forty dollars. This figure is based on a rate structure 
in an academic institution and may be considerably higher in other types 
of organizations or, for that matter, in different universities. 
Discussio n 

There are several ways in which an index to reference queries may be 
used. We prepared the index as an aid in selecting reference queries for 
students in reference'^ courses Practice in answering reference queries is 
(or at least should be, in our view) a key component of a reference course. 
A prime objective of reference courses is to prepare-. students to answer 
reference queries. This can best be done by giving students practice in this 
task. The index to reference queries enables the instructor to select 
the types of reference queries needed at a particular stage of the student's 
training. Thus queries can be selected hy level of dif f iculty , by type 
of ansvcr-providing tool, by need to negotiate, or by any other factor ox , 
combination of factors that are access points in the index. Since the 
collection of reference queries is a time consuming and continuing task 
(reference "-books open to the page with the answer if the same queries are 
used too many times) , it is suggested that teachers of reference might 
develop a query bank on a cooperative basis. We might thus share each 
other's efforts, just as students are sometimes prone to do. 

Indexes to reference queries have been prepared by reference librarians 
f<ir ai least tv/o purpose: to save time in answering repeat queries and to 
proviMf clala for the evaluation of reference service. A record of types of 
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queries answered as well as not answered, types of reference tools used, 
and other aspects of reference service assists library management in the 
evaluation of reference service. The use of a data management system such 
as the one described is suggested as a mechanism for preparing an index to 
reference queries in libraries. 
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BIBL10GRi\PHIC VERIFICATION OF MONOGRAPHS 

0. L. Shiflett 
May, 1976 

I? ^ reduction 

In. the broadest sense, all work of libraries can be considered as 
bibliographic activity. A patron inquiring about any topic does not ask what 
lltv librarian knows about it, but where in the colleclj.ons of the library will 
th' accessnrv int'ormation be found. Librarians are not expected to be able to 
answwr a roqucst tor the number of eggs produced in Nontanta in 1967 from 
Lhoir o\>m knowledge, but are legitimately expected to locate that information 
in a particular source 

However, while an information request is in essence a bibliographical 
request, the definition and specification of knoxs/ns and wanteds make it in 
a re.-^l sense distinguishable from a request for a bibliographical entity. 
The types of kno\Nms and wanteds with which this flow chart is concerned are 
tiiose that r.pply to the distinction of a unique bibliographical item. 

A bibliographic query as defined here is basically a request for more 
inforrnation about a bibliographic unit based on some information already 
available about the item. The query seeks to identify the item as a unique 
entity . The process of verification involves ascertaining the correctness 
and completeness of the original citation through the use of some authoritative 
bibliographical tool. Whether it is for acquisitions, inter-library loan, 
cataloging, or the attempt to refine a footnote, the basic process is the 
same and allows of codif icatit 

The object in bibliographic verification is to standarize the terminology 
used in describing a particular publication. It is a process of making certain 
that evervone is calling the same object by tl;e same name. Since there are a 

203 



-2- 

d 

number of standard bibliographic tools used in verification that are compiled 
by different processes for different purposes, there naturally exists a 
hierarchy of authoritativeness. The National Union Catalog , (NUC) with the 
Library of Congress Catalog and the various other forms that this basic tool 
can assume such as the OCLC data base, is the primary tool of bibliographic 
verification in the United States. Wliile it may on occasion be in error in 
ir;'. tlcscriptions , the errors themselves become sancfi^ied through the wide-- 
spread use of the NUC and the widespread acceptance of its authoritativeness. 
Tlie Cumulative Book Index is probably the second most reliable source for 
books published in Enrlish. The entries used are most frequently complete 
and in agreement with those :* the NUC. Books in Print and Forthcoming Books 
are» like the publishers' catalogs used in this chart, trade tools and, while 
useful, are not bound to adhere to the Anglo-American Cataloging Rules . As 
the accompanying flov chart indicates, they are of secondary importance to 
verification in the NUC. 

'.lie form of the least search strategy developed here derives from the 
hierarchy of authoritativeness of the tools utilized and the possibilities 
of success in any given tool. As can be observed in the flow chart below, 
the progression of bibliographic sources utilized for verification of 
American imprints in American libraries is straightforw; ; .1. The basic 
approach is: 

1. Search Card Catalog 

2. Search the National Union Catalog 

3. Search the Cumu' ^ ative Book Index 

4. Search Books in Print 

5. Search Forthcoming Books 

6. Search Publishers* Catalogs 
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Recurring pattprns develop when information gleaned from a tool of lesser 
author itativcnoss necessitaces a return to an earlier point in the hierarchy. 

rhe access points by which these tools should be searched will vary from 
tool to tool and ironi search to search. Research has indicated that the title 
of till.* hibliographic unit is more frequently correct or at least a stronger 
positive clue than tiie main entry given in most bibliographic queries. For 
t',ii.'; rt»nson, it i'. ff^qui^ntly best to search all tools by which access it 

0 

possible by title, by the title given in the bibliographic query except when 
tlio title is not distinctive or there is a good chance that the title may 
vary trom edition to edition such as in the Complete Works of Fielding or 
The Adventures of Tom Sawyer '^y Mark Twain. This, of course, is not a hard 
and fast rule, but more a principle that should be in mind while searching. 
Such requests as James Trager's The Bellybook (actual title: The Big, Fertile , 
Rumbling, Cast-iron, Growling, Aching. Unbuttoned Bellybook ) have appeared too 
frequently to design laws around. In general it is best to search whatever 
tool is being used by title when possible — but be prepared for frustration. 
As the searcher s^ins more familiarity with the publishing industry and the 
book trade, he will learn which publishers and which types of publications 
should be readily verifiable and which may not be and be able to modify his 
search accordingly. For an expanded idea of the types of difficulties that 
may be encountered, consult Chapter IV of George Lowy's A Searcher's Manual 
(Metuchen, NJ: Shoestring Press, 1966). 

The accompanying flow chart presents the process of bibliographic 
veriLication of monographic material. The arrangement is one that should 
provide a least search path for the verif ic-^tion of English language items 
published in the United States. The ''Parallel Processes" notations refer 
to substitutions (see below) Lhat can be made in the tools to modify the 
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proredure for British, French, and German items. Certain recurring patterns 
. Kucli as rcchccking the card catalog before attempting to verify in the NUC after 
• u; ium has boen found in BIP or CBI presume that the library is large enough 
Lo iiavo m-iny of r.he itoms that may be commonly requested through inter-library 
loan or acquisitions. Those patterns would have to be modified for use in 
smaller libraries where the probabilities are net so great. 
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NOTES TO T!I£ FLOW CHART 
1 

Bibliograph ic C itation: A bibliographic citation posed in the form of 
a verification prpblem almost invariably contains a main entry and a title 
tiiat are usable as potential access points. While a main entry may be missing 
or so obviously garbled as to be unusable as may occur,, for example, when a 
person confuses the name of an interviewer on a book talk program with the 
no-'ii of the author he is interviewing, a title usually must be present. 
Otherwise the original citation falls into the class of reference queries 
generally calling for any of sev<^rai publications an a subject. 
2 

Analysis of Purpose : Even though a date of publication has not been 
given, there are certaiu assumptions that can be made Here that will help 
guide the search path at this point. If no date of publication has been 
given in the original citation, conclusions can be drawn from the purpose 
of the citation. If the searcher is dealing with an acquisitions request 
heshould assume here that the imprint is a current one and begin his search 
with the most current cumulations and issues of NUC. Acquisitions requests 
tend to be generated from current information such as book reviews, publisher's ' 
brochures, and advertisements. Inter-library loan requests tend to be 
generated from such sources as bibliographies, foot::otes in books and articles, 
or • i.lusions in texts, consequently they will tend to be older items and it 
would be appropriate to begin the search with older cumulations of the NUC. 
3 

National Union Catalog (NUC): For the sake of conciseness, a wide 
rang*.- of tools are associated with the heading. For bibliographic 
verification, the NUC is authoritative in American libraries. The 
authoritativeness of the NUC rests on the method of its compilation. 
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lt is a listing of the holdings of many libraries. These holdings are 
<Je.scribcd in accordance with the Anglo-American Cataloging Rules . 
Accordingly, this heading shall include any ofaa wide range of sources that 
partake of the degree of authoritativeness. These include the Library of . ~ 
Congress ''atalog, the Library of Congress proof -slip service, the microfilm 
services produced by several private companies, and the new computerized 
services sucli as OCLC and SOLi:;ET that are used in the .processes of biblio- 
graphic verification and cataloging, 
4 

Change ; At various points in the flow chart bibliographic verification 
occurs when an item is found in the various tools utilized. Frequently, the 
original citation will not agree with the information found in the tool. A 
significant change in the bibliographic information will necessitate rechecking 
the card catalog to be sure the item is not already in the local library's 
collection. A significant change can be defined in most cases as a change in 
either the main entry or the title such that is would have caused the searcher 
to have looked in the wrong place in the filing scheme of the card catalog in 
earlier searches. In some cases when the edition of the book is of critical 
concern, a change in the Imprint or date may be considered a significant change. 
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Essay A; Parallel Processes 

The tools used in this flow chart are for the most part directed toward 
English language. United States imprints. For many foreign publications, the 
tool'j arc comparable and all that is necessary it r>imple substitution of the 
foreign tool for its American equivalent. In i^ome cases* the substitution will 
not be perfect, but the areas of coverage of the American tools have rcaghly 
corresponding foreign tools. 

The only source that eaunot be rt'adily substituied, xs the National Union 
Catalo g, since it is the authority tool and universal in its coverage. The 
corresponding bibliographies and national libra.y catalogs must be used in 
conjunction with the National Union Catalog . Some of Che more common 
Substitution patterns that wi'l be encountered are listed below. Consult 
Winchell for more detailed information about the various foreign sources. 
United Kingdom 

Books in Print : use British Books in Print 

Cumula t ive Book Index ; use the British National Bibliogr< phy 
. [CBI covers all Eng7, Lsh language book'^ and should be used 

in conjunction with BNB] 
Forthcoming Books : use IVhitakcr's Books of tfe^Nforith and 
Books to Come * 

National Union Cntaloji; : use the British Museum Catalog in 
conjunction with the NUC. 



France 

Books in Prin t : use Repertoire des Livres de Langue Franyaise 

Disponibles or Le Catalogue de 1' edition Franca ise 
Cumulative Book Index : use Lea Livrcs De L'Ann6e-Biblio 
F( ;^rthcosiing Books : use Lea Livres Du Mols fthis is not a 

perfect substitution, but provides the most current data 

Y-rJ^r^' for French publications] -i i 
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National Union Catalog : use the catalog of the Bibliotheque 
Nationale in conjunction with the NUC. 

German 

Books in Print : use Verzeichnis Lieferbarer Bucher 

Cumulative Book Index : use Deutsche Bibliographie and Deutsche 

Natlonalb ibliographie 
Forthcoming Books: There is no perfect substitutions but the 

most current issue of Deutsche Bibliographie and Deutsche 

Nat ionalb ib liographie furnish the most current readily 

available data for German publications. 
National Union Catalog : see Winchell for the wide range of 

retrospective bibliographic tools that can be used in 

conjunction with the NUC. 
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Essay B , 

The only distinction between the two points that lead to this essay is 
that a publisher is given in the original citation in one and not in the other. 
In both cases, the date of publication and place of publication may or may not 
be included and verification has not been attained. 

Assuming the searcher has been methodical and alert, by the time this 
point is reached, the great majority of American imprints should be verified. 
Here, the possibilities of using the flow chart to clarify the process of 
bibliographic verification begins to become too cumbersome to be useful. While 
it is theoretically possible to continue because there are a finite number of 
bibliographic tools and a finite number of bibliographic elements, the diversity 
of alternatives that it would be necessary to explore render this approach 
unsuitable for an introduction to verification. 

The process of devising a flow chart such as this rests on the assumption 
that the bibliographic tools used are precise and comprehensive in their 

r 

coverage* This, unfortunately, is not the case. While CBI does attempt to 
include all books of importance in the English language, the distinctions 
between significant and ephemeral is often hazy enough to cause confusion 
and the searcher frequently has no idea of whether the item needing verification 
is a scholarly treatise or a nine page mimeographed pamphlet. While titles 
may indicate the subject of the item, they usually cannot disclose the depth and 
quality of treatment. Further, a nximber of publishers for a variety of reasons 
ranging from apathy in the case of small presses issuing only limited editions 
of literary works to display their virtuosity in printing to larger commerical 
publishers that have developed patterns of sales and distribution that are' 
outside the main channels of the book trade, chose not to participate in trade 
bibliographies such as Books in Print or Forthcoming Books . 
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Aside from the inadequancy of the tools, there are a great variety of 
reasons why verification has 't been completed. The searcher may be dealing 
with a bibliographic ghost—an iter,] that appears- plausible in that it does 
Iiave an author and a title and perhaps even details of publication, but simply 
does not exist. These may originate from a variety of sources such as an 
author's search for a citation as in the case of the Necronomicron or the 
attempts of a bibliographer like Charles Evans to accomplish more than is 
possible, 

In most cases, however, the searcher will reach this point through 
incomplete or inaccurate information that has misled him to the extent 
that the previoiis search Las been substantially invalidated. At an early 
point in the charted search, an assumption was made that if no publisher 
or place of publication were given the item was to be treated as though 
it were an American imprint. If the item being searched at this point is 
one of x;hese, this assumption should be re-evaluated. The number of 
countries producting publications in English is great and, while any foreign 
publications in English appear in the standard American tools through 
American distribution of foreign publications or through American offices 
of foreign publishers, this is not a universal or even widespread practice. 
Clues £5uch as the subject of the item, variant spellings of English './ords, 
and the form of the authors' name may lead the searcher to the appropriate 
national bibliography or subject bibliography. 

Many searches go astr:;y not because of lack of information, but because 
of subtle misinformation. A query about a monograph claiming to be published 
by the University of Minnesota Press may variously be found to be a dissertation 
completed at the university, a publication of a department of the university, 
or even a hook published by antother press v/ritten by a faculty member of the 
university. The title given in a citation to be verified may actually be the 
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su' 'tie of the monojt;raph, an abbreviated form of the title found on the spine, 
a rough translation into English of foreign title, or even the subject 
heading under which the requestor found the original citation in a bibliography. 
Further, the main entry may vary from a simple misspelling of the author's name 
as "Smith" for "Smyth" through the use of an editor for the main entry for a 
symposium to the assertion that Sheridan Baker is the author of Fielding's 
Tom Jones , 

As noted in the introduction, dates of publication when given are normally 
a strong positive clue. This, unfortunately, is not always true. The habits 
oJ the burgeoning reprint industry have introduced factors into the book trade 
that severely complicates searching. The insertion of Max Adeler's Out of the 
Hurley-Burley ; or. Life in an Odd Corner in Books in Print in 1968 with a 
publication date of 1874 by one reprint publisher when the book was not actually 
produced until 1973 has been a common occurrence. It is only through a knowledge 
of the book trade and the vagations of bibliographic form and practice that the 
searcher will readily come to terms with the process of bibliographic verification. 

Several directions for the search suggest themselves at this point. 
Perhaps the most fruitful of these would be an approach by subject. If the 
subject of the item can be identified from the title given in thr? citation, 
the searcher can recheck the tools already searched through the subject 
approach. Some cumulations of the NUC, the CBI, BIP, and Forthcoming Books 
all offer this access and it should be used in verification. The card catalog 
of the local library is probably the best source in which to identify these 
tools. The bibliographies found may range from highly specialized sources on 
one author to more comprehensive tools such as Education Index of the MLA 
Bibliography . It must be remembered, however, that this approach is limited 
in that there is a time lag between the publication of an item and its 
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appearance in a bibliog--aphy . This time lag will vary from tool to tool and 
from subject to subject. 

In many cases » tools for specific subject areas may not exist in 
monographic or serial form. Bibliographic Index offers a great degree of 
precision in identifying the literature of a subject and can be very useful 
in the verification process. 
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